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ABSTRACT - > ' . ' . • 

Th^ primary pnz:pose of this manual £s the provision 
Qf instructions^ to district supervisors and exetcise administrators 
r^gtftdiQg the fieldvotk associate^ vith the Rational Assessment of 
Educational P,rogress (RABPt study* ^^The study vas designed to collect 
and diss^miiiate.clata on ^he edtypatiSnaX attainments ot tha nation's 
yojiith an4 to track any growtH oc decline in these* Background 
In'foraation on the RABP and associated agencies constitutes tKe 
introduction* The fourteen chapters, with numerous Subsections «ach 
detailing step-by-step procedural instructions, are divided into tvo 
domains; chapters I-V outline the Exereisa Administrator's tc^s and 
responsibilities,' and* chapters FI-XI7 document the District , '. 
supervisor's. Respqiisi'bilities* The section^ on ;t he Exercise 
Administrator, presents :&pecific instructions re^ardinfl the . \ 
preparation and administration 9f test packages* On tfe Other hand, 
the section intended for District supervisors recommends; strategies 
for making initial contacts and arranging Introductory meetings with 
scliool officials; staff i:jecru£tment and training;' student sample 
selection; planning, conducting and scheduling assessment* She, ' . 
docuMent illustrated throughout vith sample letters and telephone 
dialogues, report forms and charts. Primary type 'of i'&formfitlon 
provided by* report: 'Procedures (Field Administrqitionl* (AEF) 



«««««i9i««««««««««««*«««i»***********««**4c«**«*****4i^******f *************** 

p Repcodactions stipplied by BDRS ace the best' that c&iwbe aade * 
* « ' . ' izom the original docuient* ;^ / * 
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Tht NatlOMl Atttttaent of E<Joc«tlon*l Progrctt it dttigned»to tunty th« 
kaowltds., .kiH,, «aderit*odlnw «nd «ttitudti of ctruin groipi of youS 
^rlcMi. Iti two Mjor go«li arc (1) to etkc «v«ll«bl« th« flrit c<»p«- " 
heniiv* <Uta oa tht t^ucatleiwl attaiousti of tht natloo't youth. awJ (5) 
It or d.dlat vhlch taV«. plac. In itlected a.^cct. of 

tb« ,du£*tl(»al attalTOCTt* of young Aatrlcaas la ctrtaln tubjtct artu. 

AMcaaaint, ^Ikt all .urvty., cannot bt aucceaaful ualaaa th« data 
collactlod actlvltlaa are conducted In an laptccable manner. Aa a Dlatrlct « 

«ro"\Te'hIS:.n"uamV " ^J'"'*'^ ""'"-^ 

Thlt t»n«l l« dctl^td to provide you vith b«k«rotin<J laf oration oo 
National Asttsracnt , gtild*n« oa <l«ld proctdtirt*. «n<t ixutructlont oa coa- 
dticflas AAilalttr*tlvt proctdtirt.. Wt trti.t that It* coatent* will bt adJouatt 
for your ntcdt. Should yoa f lad taat yoa attd Vddltlon*! la£or«tloa. pl€M« 
, do aot^tittte to coatact yovr laaedlat^ taptrVl«ora p*"«» 

Wt art sua to bivt'yoa vitfr a« for T«r 11, <ad hopt you vilj fiad th« 
work. lattrc«tlaf «a4 ch«ll«af lafa * tn» 

Slactrtly, 




ti R, Chrosy, Ph,D, 
Projtct Dlr«ctor 
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SUKHAl^Y OF TASKS 
EXERCISE ADHm.STKATOR . *. * . ^ 



J* "Study this uQMli b«5 it as mo^lnCorMtion sourer for alX IasIks 
. flfiic4''to you duriDf AitiiatotT 

# /-If . ' " 

Z* K^t your Olitrtct ^jy^nVifor at tht^data, tiS; and placa agraed^ 
^ upon* " * * , * 

'3* Aistat your Dlitrict.Suptrvisor in tK«^ sa^la atlact^on tad achcdullnf 
- * , of students vAct should participate in asiafmAt* 

4* Raviaw your flan for axtrciat adainlatcation* T 

Collect all aittria^f needed and 'pvapart the roo« f pr ^xajrcisf idaiuis- 
* ' tratlon* ' ' i»* ' ' " * / ' 

6. ^ AdtKlniaear'.^ex^rcila jri<;lc*gta,folloviDt Inatrupci^ out^Md lb Ch^ar 
^ Ziy^i.J^in, kanual.a»f .in.'tha A!ilalDl^trat£v# Initrucrtioni Manual " ' , 
♦ ^ V,- ^ ^ , . ^ 

7* Afttr a3carcM«, adainiatt^i^ion, coda aU c^latad packafaa accordlnf^to 
InatructiQQ^ |ivan In-CEapttr ZV of t^a manual* ^ ' ' 

" ■ ■ *" ' - ^ 

8* At the and of each da/, check ocrtr all mataTiali checked out to you and 
stora them accordint to a plan vorkad put with your district Suparyitor. 

* - f - - . - ' 

9* «^ After cooplettnt all taska ^aaifned to you « coaplate^ your Production, 
" ^TiMt and Expense Record- and Tetum all National Aaseaiaent aaterials, 

^ty your District^Superviaor, ^ * - 

XplEKBER THAT TOO ARE RESPONSIBLE ^OR ALL NATIOMAt ASSESSKEHT MATERIALS m> 
THJiX TOU MUST PROTECT THE COMFIOElfTIALin OF THE STUDT BATA AT ALL TIKES! 



I. xjjaowjCTjoii 



\ 

A. - lt.i».teh Tri "^'- t...Htuf (Mrt •' - 
C?|" »..Mrch trun^-. I«titut. 1. oot-lor-prolit. .cl.ntilic . 

]^ «orth Croll»*-. M..«ck Tri«,l. ir«-I>«k. tftiv«.itT in 
^ Wh-. th. Ualv«.itT'x.f Sorth'crolin. « a«p.l Hill. «4.«ortb 
> croll«sm.«alY«.itT.tlUl.if&. thi l«titut..p«for« 

„..„ch «.lgn«at. »d« con«.Ct vlth £*d«.l. mc/.-d loci 

;.rvic. ««ci«. «4 <?lWt., ~n,i». fro. .^U 

to uAi^l «tper.tien^: m ovn. «.d icc«pi«. t«. v.11- 
■ .q«lpp.d clinic. «<l W«ar, buildtc o« . l80-.cr. c«p«. In , 

■ ' .pproxl^tlr 1.00O.*fljii».titut....r.«-« th. 4^1^ ' 
. .d.l„l.,r.ti<« cc„t«ct«>£« thi H.tion.1 cf.Eductio^l 

Pro»r.«,«d i. t-'p^-ltl. fcV th. ..Ucticn.of . «tio«ad. .«p^. 

.£ .cHool. «d .t^«t. for th. «d for thf a^tiop.1 ^..t. 

colltcCion »ctiYitie«. , * * * 

||.ur«.»t X..«.d.X«.t«. w«^«ubli.h.d in 1953 « 
K.-prof IC ««lY.«it, of lcw..l^«a or,.»l«ticn. It w.. 
« off-iprjni of th* pion..r I«,.tr..tln, KRC i. now 

4ivl.lo« of W..tl«*ho«. U«nin,^or,«r.tib« «<l i. « i« 
\ppl,in, t.tKnoio.^ to .ductW P«S1«.. 'toct.^ If "t,. 
■ low.. MRC i. Kaovn mi «.p«t.d for th. d.v.lbp«« o£ 
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•Itccroaic cett-tcorlns d«vicis» QChtr daca proc4ttlivs iervlcct* 
tat tytccms for Indlvldual-itudtnt. coBputer-manffed In^ructloa. 
''HRC't rtspOAsibiUcUt for* ch« study dttcrlbtd la this ataual ar<- 
^ cht priaclns «Aad scorias of -cbt -txtrdst 1p«^luftt» 



C. Tha*H*clonal Aitctamenc of Educational Proitrttt 

In 1964,,Cameslt Corporation app9iat*4 an Exploratory C<?a- 
sitte* on Aastttlns tha 7mrtft of Education and* tosttficr with 

f 0 

tha Ford Poundatlonff Pcnd for th« Advaacamant of Education, fundad 
tha davflopojtat of a plan for National Astataaant. Tha tpaclilc 
taika aaalsaad»to and cosplatad by -tha Exploratory Cocnlttaa in- 
dudad tha davalopsaat and tittlas of an Ul-lnclua^va oathodolosy' 
to aatast tha VnovladfiVt skills » and attltudaa of groups A«arlcan 
youns paopU rathar ttM Individuals. Xn 13^8 » vhan th^ vork of tha 
Coanittaa approachad tha oparational p^asa» tha word "axploratory" 
was droppad: fro«*tha Cocalttaa's nana. Xn July «f 1969t tha Educa*-, 
tion Co»ission of tha Statast «a organitation prasentl/ rapre- 
santins*forty*six scatas^ Aaari^ah €attoit Puarto^UcOt and tha Virfia 
.IslandSf took ovar tha rasponflbility for tha s^n^^'l adm^niatration * 
of tha projact now kaown as tha national AasastMnt of Ed«atioaal 
Pr<^Sra98. Tha National ^sassaant suff of f ica la locAtad J.n. 
D'«nvar7 Colorado » vlth tha Education Comlssioa of tha Stataa« tha 
projact is fundad by tha National InstitUta of Education, Offlca of 
tha Assistant ^acratary for Education, Oapartmant of Baalth, Education 
and Ualfara. . « > ^ 

Natlooal Assassvcnt haa two^Jor to proyida coapra- 

hansiva data oa tb*.adbcatiott*l atuituscnta of :founf /aarlcans and 
to »aasura an^ growth ot daclina in auch attainaants. Its purposa 
is to gathar inlorution which will halp lag£sXatoTs» adua.torr» 
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AT^ othir dtciflOQ-atktrt in Ivprovittf th« tduc«tioD«l txptrienct 

of youth in thillnlttd Sttttt* It it tht first tnd 00I7 con- 
^tinui&s tffort in the'^tion t& obtain dtpcniUblt «nd cocplttt 

acbitvcMttt data frof school population s^o^P* * national baals 
^Inm uoifom, scientific aanntr*. S&cb data ara ptcfssary if intal- 
».>iliS«ntM«ciaions art to b« aadt rtsardinf tht allocation of rtsourcaa 

<for tdu^at^onai purposta. Th«st«data ara colltctad tbrougb tht ad^ 



Hinlitratj^of quaationa and tiaka (calltd "axtrcista" in National 
Aaa^tttnt ttrmlnolofy) to four ast s^qupas 9,. 13ixl7, and 26«to-35 
'ytai olda, , 

' Durinf tach aastsssant ytar. a national probability jaapla of 

* • - 

^7'V*<^*oldp IS-ycar-^old, and IT^^ytar-old ^tudtnta froa public v pri* 

vat^ and parochial scbo^la ia sclcctad to parMelpata in tht sur- - 

^ In soiU asstssnant yttrav youns adulta and a nuabtr of 17- - 

y^-olda who* art no lonstr in achool art Idtntif ltd through proba- 

Villty xschniquts and aastsstd dn thair hooas or ptbtr out-of-school 

aattinfa. . : , ^ 

In tht initial plannini confartncaij ttachtra, achool a^winla- 

/ tratotap and layman all c&phaalxtd tht nttd to aastsa tht prosrtss 

•of chlldran and^youtb in sa^tral Itamirf artaai not llxitins tha 

'^.ap]^raisal to tha 3 aloha. Rtnca, ttn^ltaruins araai vara orisi* 



r 



Anally chos^for aasasaatnt: Art, Cartar and pc^upational Dcvalop- * 



Mnt. Citlatnthip^ Littraturt. Kathtsutics, Muaic. Rtadinf, Scitnct, 
Social Studits» and Writint* Uttr. sptcial probaa into such artaa ' 
Vas TunctionAl tittracy. Basic lift SkiUs« (onaunar, Skllla, tnd Atti- 

uAts and Achltvcaant in Kathtmtica for ctrtain ast sroupa vara carriad 
^mlt. Tht first aastsssant of thaaa Uamlns araai fumishaa inforaation 
' ab9Ut tha atatua of aducation. Chanst cap ba dattmintd of^ly as data 

for tha aa«a irtas ara eollacttd asain. 
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In tlS« flnt ten y<*r« of Kationtl Ajiscimnt ill Itarfiiai 

* ■ 

«rcu.v«r« tsMiMd Acd th« arui o£ Keadins, ScKnct, Vrlti'ng» 
Cltlr«nihlp/Socl*l StWlM, K*tho*tlc», Art •n4 Muilc w<r« 
rt4s«esscd. iharlnj thf 1979-80 ichocl yUv; th« llth.vear th« 
projr*«, 9-, ud 17-y«tr-old ^tud^tg «nd out-o£-»chool 17- 

y«*r-oltU will j4rtlclpat« in the flnt tfitegratcd it«t41nj/Llt«r«turt 
asscsratfit. t{ vlll alao Iccludt a third aaaaisaaot ot ti>^ Jt«adifi| . 
txarclats and a second a«scif«tat of gooa Littratura axarclgaa. Th« 
yaarU schedule call* £br the assessaect o£ 13-ye«r-old».'jCA»e Claaa 2) - 
In the fall o£ X979, o£ 9-year-oW» (Age Class 1) ia the winter of 1980. 
o£ X7-year-olds (Age Clats 3) In the sptlog o£ 1980, and of oot-o£- 
achoot 17-year-oldt In the aumr.of 1980. 

D. TheMenual . ' ' 

This aacual haa been prepared to icstruct you concerning the 
field work aaeociated with the ^tudy. It should be carefully atudied* 
prioV to beginning your aaalgnatct. .A suppleaect to Jie eacual, the 
Exerciae Adailnlatrator Adalnlicratlve Inatructlons, will be given to 
yct» when you begin work. It will contain additional Inatroctloos 
and ^a ^ctend«d for your -use during ac&ual tattesf«<:^eM*iona. 
This «a)iual and the add'itionsl Instructions »ay not «otv«r all 
quMtlpns pr covu all aituationt encounterltf in the field. When 
in doubt about any field aituatlone. you a^ould iaiediately contact 

your'iupervlsor. It la guggcaced that you enter the na^. «ddreet^ 

I. * ' I * 

and telephone October of your supervisor in the space^ provided for 

tbla purpose on page 1-6. If your supervisor ia unavailabU, calL 



*^ Tou Bay wish to Aajce notea. outline, aad'uaderline aectloiia 
of special importances J ^ . 



/ 



X^tarch TrltofU In»tltutt for ont of th« ptraons lUUi h%l>yO, 

Xou^ c«n toll-frtt Kondty throurt /rldty from 6:30 iT.a. to 

y^;00 p.m. (EMttm list Zoat). * 

Allen Dttf f tr 
> * ■ 

UrkPfttt ^ > l-800^33M57l 
' Dick Bu^s^ 
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, II, OVERVIEW OF EXERCISE ADMlUlSTiCATOR fKStS 



) 



A, C<o<r4l Pitcriptiop Of Dutl« 

Tou will b\ tr«lntd In »11 proc«dtire« stt forth In tbl» maoutl ^ 
by your DitUlcA Suptrvlior, vho vill provldfj^you with »U the o»tt- 
tUU XMCtiiary A) coapltt* cht wVs ufisntd to you. Tour flrtt 
retpowlblUty will bt" to iiflit your DlJtrlct Suptrvtior In th« 
•Mnplft »«itctlQ?i oK»tuf3tat« who ihould ptttldpitt In us<s«&cnt 
and in prtparln* "tckedule* for cxtrciit «dalttl»tr«tlon. ^Follcvlnt 
cht ichtdullag, youWil Adainl«t«r extrqlit packagts (bookltt*) to 
jroups of «tud*Qt», \littr *dalJilJtr«tlon, you^wiU cod* ctrtaln 
ln£oTMtl<«» on th« cXpUtU tx«rci«t pacic«M« 4ttd ^tort »11 uttrlals 

«cordli4-to » pl«a wdbck«d out with your Dlitrlct Suptrvltor. 

\ " * * 

IipcArrylnt out yiur'dutle* durln* MSMnMnt, b««t In^mind 

that you rtpr«tt&t Katlboal Aflituotnt to th« atudtnts, teach«r», 

«&d achool officials. Thtlr attitude touatd tht project will itpead 

in Xarjt part on your oA^attltude and c^duct. Studenta, ttfcchera,, 

and school official* ahouVd be avati of the laportanct and aerloua- 

naat'of the protect , end Ludenu ahould be encouraged to dd their 

^9tJ Try to ehow by ^our\cond«t and attitude chat you conalder 

H.tiOMl At«if«*«nc worthy bf tht b««C «f£ort of •v«r7(m«.lirfal*«<i. 

« 

Tour Dlitrlct Supenrlaor* vill train you in ch'e coopletlVo aad 
use of th*.-thre*e fortaa uae<l during aaieaafttnt. Thay are: 
1^ Student Liat'ing Font ' ' . _ ' ^ • 

^ Th^ Student Uating For« <SLF> la tlaed to select studenU 



f 

GtNERAX. 
DESOtmXOH 
OF DUTIES 



Ih?0RTA2fC£ 
•F EA * 

ATTITUDE 
AND COTDDCT 



STUDENT 
LISTX^ 



r2o 



lor psrticipatiOQ in K«tiotiAl Au«ssmt&t, An exAspU of this torn 

for Agt (U«t 2 (13-7«ar'-ol<Si) is shown on the next p«|«. ' 

Coluan* 1-5 of tht Student Listing Von arc coapltt^d hy 

tht school prior to student telection; coltam 6 Is uieB by the Dit- 

trict Supervisor to number the^ ttt^dents listed end' to identify thoee 

ftudenti vho are selected for aesessmcnt. 
2. Xdaiinietration Schedule 

After itOdent ^election^ the District' Supervieor^ together 

vlth the school coordinator or principal » will arrange a echiMule 
for the package adminletratione to be completed in the school. An ' 

Adx^istration Schedule is to be completed for each administration 
Scheduled. Adsaniitratione are identified by S'Htter on the Student 

Listing Fora* Each letter represents « specific package mAber« 

Tour District Supervisor will advise you o/ the package number aaso- 

ciated vlth each letter. Spaces are provided on the •schedule to 

record the date, tlse^^ and place of the ^dalnlstrition» the nuiber 

pf students to be assessed In the session » the package nuaber (6 be 

adfldbolstfred^ the FSU and school nux^ers^ and the nmber of the 

Exercise Adalhiatrator who vlU adftlnister the package* In the sp^ 

propriatc^ spaces on each Schedule » enter the naaes of the students 

>/ 

assigned to the adminiltration letter and p^ckaga niabet entered on 

£he schedule and co«plete coluans 2» 3» 4, and^3 for each student 

. M ' • ' ) 1 

llstedi* Ihjtse colimns correspond tj^ coluans 2**» 3» 4» and 5 on the 

Student Listing Fon. ' The coltnns headed "R"* and "Student I<Dr Kum- 

ber" tflXl be filled in during the assessatnt onl^r ^or those studtots^ 



•AmXHIStKA- 
SCHEDULE 



The spaces for Date and Tiae in the upper right box ate to be filled 
la to indi^&ftii vhtn the package is actuslly adalnlstered. 



this^f onutlon may ndt be provided on the Studttit Listing Fori* 



) 



vho-p«tlclp«t. in.th. ....lU. Th. .cSVdile.fot .d.lal.t«rtoa 
.,.lSQ.d y> you will b. »lv«i to you prior to th. iihtduUd «...'.- 
-at. L «««PU o£ . itop«l, CdtpUfd croup- A4ilal.tr.tloa ScheJ- 
ult It thown on th« li«xt ptgt* 

3, Ap^inoittt Card / 

Th. u.t o£ th. ^ppoltlt».tlt Cjrd U optl<m*l, Soat tchool. 
«y vuh to Ult tht cmrd. vhlU others «y prtf.r to h*v« th. coor^ 
dlwtor «>tl£y the studtat./ If th. coordliuto; £of th. •chool la 
vl^ich you *r. working pr.f.r. to th. c*rd. * c4rd^C^ co.- 
pl.t.'d fov\^ Mtudoit .hovn <^ *U of th. WlnUtrttion Sch.dule*. 
k cop^ o£ thU cArd^* »howa b.low. ' 
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OH ^ 
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^l.«ft. report to 

Of w«.k) 



(Rooa) 



(Dat.) 



(Tin.) ^ 
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CHAPTER II PAGE 5 — 
OMMITTED DUE TO CONFIDENTIALITY 



V 



ERIC 



the follovin^ 

„....„?^ -« — r '"T • , 

1. Ubeled with th'«.«g« cl«»* 
.nd Mch tld« of tht c*»»ette t» l«i>«i«» N . 

o«cUg« n«*«t foi: which th*t , . 

b« .«f y6u h.v« t« th. t.cord.1* 

. co«.ct .14. o. tM- for th. P.CV.S. yo- ... to .d^mme. 

• -dZn:. i..r..co.U..Iy wo^a cn^he .Id. -f - 
- ^ '.^.r. w'lU bt f«tnl.h.d with th. t«p... Vput 

e««..Ct.. T.p. t«cot4.t. will o . 

oi ,..*ln you m th..u.. of th« t.cotd.t .nd 
OLttlct Sttp.rvl.ot win twin you i 

th. c*»».tt. t.a«»- 

3 T.irrt.r r— ?>VtthEt^.rK . \_ 
' ■ ^ "..ch .tua«t ^^lclp.tln»^n ^ sroup ....l«n U 

V p„vld.d wUh o.dl«ry,.oft' U.d p.^U ^o. r.co.dlos th.- 
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TAPES AW) 
TAPE 
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PEI?C1LS 
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0t 



responfcs* 'Student* ar« not peraitt«d' t^Ott any ptnclls or 
pent they tuy hrl&g into the asieitatnt sestion, 

' • * ► > N 




D* ?Ux>nlDg for Package Adalnlggftlob 

* ThJ suceeei cf Ketlonel Aeecsfmentrdcpcnds^o m contldeteble 
'degree upon the effort Inveeted by die Exercise Adalnlem^r In. 
planning cmch peckige edaiblstretlon, ) « 

Before cech echeduled eeeeset^nt yeeelopr' you b uic ^ev leir"y"od)^"^ 
plen for peckife eda&nletretlon^ vhlcl^ indudee, the foUoidns 
. , , - DctctAlDf f roa^your Adainlt'tretloa Schedule irhlch peckif t ^ 
' yo^ere goltit to edi^nlstcr end the nuAiber of ^eckages you 



7ACKACE 
ADHIKX- 
STRAHOH 
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T ^ * 



< / 



f 

ylU need; thet is, the fiUober of ettuden;* eieigncd to take 
4tf eure you have the following i^teriale neede'd for the , 



the package* 



package to be- ad»lnif tared; 

Sharpened toft lead penclle - % for each Jtudent^ 
Packages (1 for each student) 

, r 

Taps ReCdrdar 

Tape prepared for package * ^ 

- Cet to th*-tooH In tine to prepare the rdoa for 'exercise 
adalnlstratlon (arrange ^eatlngi se^ up tape recorder, 
conceal all school Aaterla^s such as maps, era^e.black- 
boards, etc.) 
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I. <;<>nfMtntt«llev of mtaiTUlt 

■ , , » - * 

'utiiit eaTa fci«t bt ttkta by ttch ptrwn M*oetae*d with th« , 

••V * " * 

projtct to protitt tljt c<m£ldtacl«llty of th« N«tlot*rA»«t«imtat- 

BAttrlils It all tltt«««' CocDpl«t«(S tnd uacoiBplttt(ijpack«€t« tatS 

• # 

* bthtr NatlotLA). A»sts«atot uttrlal* ar« not to^ bt l^vtn to tayone 

• -* ■ 

who Is^ not actually Invoivtd lir f aekaft administration. No .dupli- 
cation of qatartala la ptmltf d. TJit na»a^ of th« atudanta ar« 
not to be written on or In tht paclca|ta, Anyt^s Ida'^lfyini 
atudinta by na«a »ay not b« rcaovtd fro« tha school praidsaa. ^ 

Only thoaa atudtnta dtaljtnattd by your^^latrlc t Suptrvlaor w 
partldpatt in aa»ta»aant, Otht^ atudeota ahoold n ot ba taarwltf <^ 
to ata tha aaaaataant paekaKaa , Should any of tha achool staff 
^rt<iuaat to saa tha padcagas or ask tachnlcal quasclons concamlni 
Nation*! Asaaattttnt, rafar t^fca polijjtaly to yQ^jJDlstrlct Supa^^or. 

Tou will hava full raspotulblllty for all National Aaaassaant 
oatarlals Issuad to you, Includln* thja manual. Tour District ^ 
Suparvlsor will Instruct you conctrnlng thyafa atoraga of all 

tarlals. Any National AaatJuaapt »atarUla that ara atorad In 
ywir car^hould' bt loekad In tha trunk - Na^tr Itava 'National <^ ^ 
Aaittaaant paclcayf > tapas. or tapa raeo rdtra at a school ovamlKht, 

Isn»aa 



Vhtn^you hava covplatad your 



aant asslfOMantp you ara to ratun 



to your Dlatr£ct Suparvlaor all attarlala Isauad to you. 
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r, Studtnt Cooptration % * * 

It it Is^ortant thac^all ttudtntt ctltettd for atittmat 

* « •> 

c^ittft,^ht paclctftt ittlsQtd to tht«; hov«v<r» ttudVati h«v« cht 

• * **' * * 

ritht to rtftt«^ to ptttlcipttt or coKpl«t< iaj txtrcltt vlthln th« 

* -v 

picktgAt Tou should procftd potitlvtly «t all tints. If a atuJcdt 
^ Mlu il coopttJrtioa it fundatoty^ axplaln that It'ia aot» but that 
va'btllava t^tcudy Im Important and would apprtdatt coopttatlon 
of all*ttltcttd ttudtntf/ Should a ttudtnt rtfuat to partlclpattf 
axcuaa tht studtnt froa tha ttttion a^ aak tht tcudtnt to.raturn to 
class. Xf tha studtnt has httn Issued , a padcait^ explain tht situ-^ 
atlon on tht/tovtr pagt of'^tht paclugt and ukt a nott of tht packatt 
nuabtr and XiD. nuabtr and sl^t this Information to you^ District 
Suptnrisor. 
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111. PACKACE ACMlKlSTmiOK 



'a* Tpttt>dttCtlott i 

All paeUit^ *t« i»lf-*dalnlsut*d;,th*tni; ^udcati will 
" t.cotd tJ>«lr .tawMi In th« p«Ug«. To ••.lit th« •tude^t^ In 

«id«t.t«adlti» h(w to ricotd «i«w«r«, exK^.!* «x«teltc^ .r, lnel«did^^ 

in Mch p>eka|« «id til Instruction* •ra.t^pad, 

* 

■ —~ » 

1. \l»lt» 

Th« p«ck4g«^ lav. bteo dt^ljotd to,b« eonpltted In •pptex- 
iMttly *5 •liiut«. S««tHi« of •tttdwt^, distribution «id coU.etlotf 
of Htttia^. r.^dlfl|^ th. introductlofl, ttd p.elc*,. .d«lni.tr.tlon 
' •hould tmk. .bout'«n bout. .?Un your tl« •o th.t .11 tb.^. pro- ^ ^ 
' cadttTU CM b» *e«o«pll»h«d In th« .llotttd tl»«r 

If «t «U poi^lbl«, you thoold not Itjln *a •d»lal^tr«tlea 
«al.M thtt. 14 •ufflelwt tJto. to eo»pl.t. It. 'Hoi/.v.t, In t«r. 
^•t«e.ir, you «ly bt foteiJ to .dalnUt.t • p.ek.f toovtm^thft 
th«r« 1» «a intufflelfait «Muat of tlai •llotttd. If thl^ i«.th« 
«•••, r.^.nf. flv. mlnut.^ of th. toul ttot «v«ll»bU for eo^l- UMIW 
tloa of tb« B«cV«toimd Qu»«tloi» «nd Indlcmt. on th. cov.t p»j. of 
Hcb p.ck.|. tb.t It w.. not eoopl.t«d du.(t(K.«n ln«uf flelwt ^t' 
of tlM. -n.. eo«l«tlw "f th> B«cV«to««d Ou..tlon« U eiiwtia 
• „^ If on. 'or «.tclt.^ It. th. Btctii. at. not co=pX.t.a du. 
to « Uck of tl».. 
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2.' iutiat 

Studmt thAild b« iMttd M. £•! apart at prfctlcal, praf»^ 
frably ona wort f Utioa'apfttt*^ kit tbt itudaata to rtw>va froa tht 
dttU any -txtranaoua Mtai;iala tHty «ay hava brought Into tha roo«i» 
'auch aa boo);** Alart, protractOrtg pandlai pan*, ate. 
3/ Attawarint Qiiaatlcma. 

5o«a ati^daata may hava difficulty in undaritandint tha 
axarcUaa; hovavar» you cannot «iva daUilad initrUctioaa tp^ha 
fcudtnta. Onca'tha tapa has baan ttarttd you can aatitt tha ttu- 
daota only 1^ f bovlns than hov^to racord thair anavara corractly. , 
-Should you obsarva itudanta contlmtantly havlnf difficulty vith a^ 
cartain axarciaa, raport this to 70ur Diatrlct Sujtrritor. 
4. K<3nttoring 

* -As tha atudantt bt«in tha axardaaa. walk around and aaka 

■^aur^ that tha ttudanta a^a racordinf thair anavara aa inatructad 
and chat thay ara uainf tha ptncila diatributad. 5tud«nta w^t ua^ 
^ply tha penciia sivtn thaa to ^tura that tha anavart to tha nul- 
tipla choica <iutationa can ba nachina •corad* Tou •hould also inaura 
^ that tha tana is ^udlbla to sll atudants> If tha x<M in which you 
^sra codductini tha saasion U not Ur|a anou|h to apaca studants at 
propar diataneas fron aach othar« tou muat co ntlnua to nonitor during 
tha antira saraloo ih ordar ^o avoid sttidant collusion. 
5, totalning Tncotrolata PacUtss 

ScM atudanta who ba|in aasaitaant wy, for ona raaaon or 
anothar» fall to co^lata an axarclaa or a pacWafa* Followini 
«ta ani^ar of altuatlona that nay occur: 
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». ?tlaclj«l or othtt'tMpoMlbU authcrlty pttvithM 

•OM, llllttMtt, BtC. * '. 

b., Studtat xcaoTcd at tht tt<iu»it of « school official 
durto« *.Mi«ttt for tM-oo. «ar.Ut«l to th« «•••••»«&; rw-oa 
for T*»OY*l uataown.or tmr«Ut«i to MM>tmcht. - 

^ 'c. St!Jd«t rejJoYed du'rlfl* Miwrwat for rusoo* unt*^ 

Ut«J to'tb. «.>un«nt «d for t«"o« otb»r tb« •'.chool offl- 
* cl»l«. rnu"t. * prvtic«..to'e*Ccb 

-■«buij>«te, 

d, Studtnt d«cl4td to"dUconttou« rMpondlnt to th« 
cl«e« for .uch reuon, « iunw., v«t to r«.tro<». Wt ••..Ion 
«rly to .void id..la« * cIm.. or d«cld«d not to p4rtlclp.t,. 

Studtnt b«|la«^w«i«it but 1» mtbU to coc^Ut« 



txtuixmt 



tb« ptcki»« b«c*u»» ha or ih. c«mot rtad. 

£, Equlp»»ot faUort. . . * 
I, . Booklet <Uaii»d or prlntlft« probltmi 

Wh«» .ttch «nu*«l..ltuatlooa *. tha ona. li;tad abwa do occur. «- 

p,etaga . a. "Stodant eallad fro. tha rdo»hy thyrtoclpali torn- 

ar. vrW on tha c^^r pua o7. p.ck.«a. do not wrlta la Ibi laft. 
' «r,ln of tba p.,. tha Mo<Jt. ot oral, on tha fU-^ ^ ^' 

I£ , .tudtnt do« not eUplata a p»eUiaJ>acaB«a ha cr 
* , ha 1. a nontaadar, r.cord thla f.tt « tha corar ^.|a of tb. packa,.. 
«d lidleata ho., you datar«ln«l that th. a^id^nf J*> nonra.ir; a.».. 
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frott school persocmel* Ify sdais sloa 



- J- 

L of the tttidei>t» or^h; 



hrousb your 



observmc^ of tbt studenC. Mever tsk e studco^ if he or shells e 
nonresder* If ft studcaC tells you thet he qj( the cAiiDot cooplcte 
peckite beceuse h^ or she cezttfot rcsdf excuse the student froa the 
sessioQi If m packet* be^ beca estisaed to the studeat» expUin the 
situation on the cover pege of the p*tc)tsse» sad Code the Peckst* 
Coaditioa Ovsl "W*** 



C. Procedures , . ____ ^ — 

*!• D^teraia^g ^twfcots Yo Be Asteited 
K the Cro^p Adalaistrstion Schedule indicates bov msay stu- 
dents should psrdcipste la the (rotip session <nd lists the nspes of 
che studenJU selected for pertidpttion. As escb studtat eaters the 
room, check to sc4 if the student's nsac is on the Adaisis tret ion 
Schedule. If so» hsxe the student tske s test; if not^ request the 
student to return t& cl^s.** When ic sppeers that sll students* vho 
will sttend the aefSion tre present » begin pscksse sdsl^jsp^ttioa. 
Once the session'bes begun, smdents cennot be sdaltted to t})e sisess- 



DEtERMIKIDC 
StUDEKtS 
TO BE 
ASSESSED 



Bcnt rooa; ssk.any Students vhft trrive sfter tbcr session hss ber 
return to cltts. 



2» - Distribution of Msterisls end Coo^letioa of Adainistrstion 
, Sthedulc^ 

Distribute to esch student two soft-leed pencils sad en 
exercise pscksfe* Zutruct esch student not to open the ptckege 



DIStRIBUnOS 
07 tiATTRIALS 



* See Chspter IV.fr.l 

Students ssy ne^.s peValc froa the school office before re* « 
turalnx to'<cUss*' Aslc the school coordi^^or sbout the ususl 
school routine. 



1 



■ / 



* - » . uatU told dcf?P!' At'you flv« e«ch ttudtnt * ptckast you 
■tut perform ^vo ^^tlu^ ' / * 

ft. Znt«r oa tht Adslnlttrttloo Schtdttlt, on tbt t<a« ^ 
t4n^ ^ the Dsa* of tb« Atudtat, t!ht I.D. otabft r thotfa oo tht cevtr 
ptM of thm PAck*K> tott gftV to thftt tttideot . Thl^ip, wi^tr It 
/ « fourrdlslt nuAtr-prlat^d In thm U»t four blocki In tht center 
'>ot tht pftft* ^ — • « , , 

' b Eater the recUl or ethnic Idcntif leetlon of the ^ 

ttttdent by l>Uclnf * W (Vhlte)» B (BUck), S (SpenUb BerlUfe), or 
I *(Aaerle«a Indlea oxAufkAn Vetlve). A (Asleni or Pedflc leUnder), 
or U (UacU/elfled) In coluoa 6 of the schedule.^ Kore tpt<lflc , 
definltlont of the recUX or ethnic cUselflcatlon ere given in the 
Adalnietretlve lastroct^one Kasuel* 

When ell meterUle here bfen dletrlbuted. check to , 
eee tbet tecb ttudcntj^ the required veterUle; correct ee necee- 

3. Pitokete Adainlt tret Ion * . ^ ^ 
* Vhea eecb etudent Kee the required meterielf, begin peck- 

ege edalttietretlon* See the Adalaletretlve Inetructlons Xcauel 
,for cpedflc Inetructlooe. 

4. AdfldnltttrlPt the Beck ^romtd Queetlone ^ 
* 4 * At the end of each ^eckege.lt e eet of Beckjrotmd -Qoeetioiw^. 

^Ueifned to obtelB beck^roTnid Informttlon froa eech etudent who . 



AMIKtSm 
TXOK 



PACKAGE 
ACKZHX* 



* ^ Ihe Background Queetlone for ill three e<e cleejut «nd epecif ic 
inetructlone for edainUterlnj tbea ^e inclod^in the Admlxxi- 
etretive Instructions Ktnuel. ^ 
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XII-6 



ptrtLidpttts in K«tiotul Asse«s«nt« Thtte ^uc«tlons» vhlch «r« 
aot iscludtd on tht tkp«» «rt to b« administered hy you «fttr th« 
•tudtsts hav« coaplcttd tht «xtrcls«s 4nd nott be checktd br Voa 
btfort tht stttdms iMVt tht rooa* 

If « student rtfusu to coepltte the Btckfround Qu«ttiosxs»' 
^ Uriels ttt% situ^tloa on tb« cover p«st of tht ptdust. ' lUkt a ^ 
nott o£ tht ptckts* nuabtr #n<!t ptclca^t I.D« niiabtr and tiy* thit 
Inforutioa to youx Dittriit S^trvitor. 

5. gplltccioa of tUttrltlt . 

^ When yotrhtTt checked tl:^ Btckf round Que«tions for til stu- 
dents » instruct thea to return to you tht exercise ptclcts^* and pen-^ 
clle. Thank tbes and instruct t^t^to rttum to «l^a. ^ ^ 

6. Winding Tepea 

Forvard (or bacWard) vind tht tapy used durlns tht aea-« 



IHE^BAOC- 

noss 



COLtZCTION 

or 



aion and rtplact 



it in tht plaatic cofiUinet. 

\ 



WIKDIKC 



ivJ orani uoerc^sb ADMiMsmTOR tasks 



r 



/ 



1. tfrountlng tot P»eK»W» 

• Afttt twh «t.tl<m. count th. p.ciustt «ed coepw. 
th. l.D. n«b.« *t.ln.t TOUT l.D. n«b,r ca the AdMnl- 

.t»tla» Sche'dul..' Heconcll. dlf f .r.nc.i.fou^: 1« -^o' 

r.c,«cu/ai£f««c«^ cc«ult ,o«r M.trlct Sup.rvUor. If yo« 

U« «T unused p.cJcge. fton'th. «..lon, pUc. th«. on top of 

the 'used p.c^g« «d .tpre.tb« In tb. c«ton ..t «lde for thl. 

i. i>r«.n ,Mp« tor / ^^-^.^^H^n SchedulO 

^ All iUl.lnl.tt.tlw schedule. «t« to be .tote^ tepowt- 
llT vlth th. P«U»e.. At tb. ^ of «ch dey, ,lve .U .chedule. 
. to t^'e co«dln.tor: .cb.dule. «e «ver to b. t.1«n £r«. tbe .chocl. 

/ rcrvtrd (or b.<iir«d) vli>d th* Upe us«J dutln» th. sm- 
•lon itpUc* It lu Jtht pUttlc cint*lMt. 

Sh*rp«i p«cll* 1^ n.c.t«ry, rMm«g. th. ro« for 
.our n«t .M-lon. If T^ur n«t ....fpn U to U in .^^t^.roo.. 
b. tur. to t*i* ax K«lon4l AsM>t.«nt =*t«:ia. vlth ybu. ? 
^ Ur you .ccc«ii£.bU for *U «fti*lt iMV.d ta ,oul . 



Accooirnw 
pXcxacss 



VlKDI»v 



session 



35. 
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All ff^dltkt Is (o be^doDt yith the pencils suppl ltd by your 




District Supemsor. Ksk« surt'thst sU'^-nuabtrs entered ere 
elesrly Icglbler Too will be responsible for coding certsin 
Infonutlon 6i the cover ^psfe o£ etch pscksge you sdmlolsterp 
incluaint pscksfes which "Students fell to eo«plete* Specific 

Instructions follov. ^ 

'4 

1* Pscksge Condition Ovsls 

piy Ptckigt Condition OwU arc In the lowtr l«£t corn«r 

♦ * 

o£ the cover psfe «a<l ere deslgnsted K, P, KR, end KE, Tou ere td^ 
fill It^ one of these ovels*to indlcste the con^tlAA under vhlch « 
pscksge ws« sdainistered, tt follovss* . * 

Mornsl Adalnlstretlon : the student vss present for 

the entire^ essessaent period end hsd sa opportunity 

y ' * 

to cosplete every exercise, but »*y not hm dene so* 
Kovevtfr^ if «t Icsst one exercise within the pscksge 
hss been cds^leted, you should fill in the ovsl 
.beside*».,^ 

? - Psrtlsl Adminlstrstion ? student i^ss not present 
^ for't or did not«hsve en opportunity to coopletep one 
- or Bore of the exercises in the psclcsge; for exsaple. 
the student vss cslled froet the roosp e-'pSkfe of the 
psckste vss alssingi ttc. (See Chspter III*B*5>. If 
this occuri, fill in the ovsl beside P. end Orlte> on 



COOIKG 



PACKAGE 

COKDITIOH 

OVALS 



Thes^def ^itlons ere Induded^in the Adainlstrstlve Instructions 
Hsnusr. 



f 



#- 



I 



3£ 



• > 



1 



J 



tht cover -<>*i:t tht nuab«g of tfet txtreittt whlfch 
\, th€^<tud«nft did not htvt an opportunity to complete , 
Hottthtt vlth^ dttAllcd eyplanrntion, ttl ''Eatcrciitg 
25*33 not coapl^ttdi ttudtnt cAlitd from roo« by 
prineip*!; rt»«on for rjaoval tmlc^ovn ." 



KR - Mo R€«pon«t 



rwon^or yewvi 
toJ£ntlr«F*ck*i 



ck*Kt 8 the ftudcnt vM prtttnt 



* 




for tht tntlit A««m«tatnt ptrlod «nd bad tbt opportunity 

* * ** 
to co^ltte evtry txe^rtltt, >ut covpltttd nont; t'htt 

lSi did no^t ttttxtpt tny txcrclft tn tht ptcVa^t* If 

tbtrt is no rt«ponat tc tht entire ptckiit^ fill In ' 

the oval bttldt Kll tnd nott on tbt covtr pA|t tht rtaton. 

If VscvD* or *'RtAaoQ Uoknovn**' \ 

Kot Cllglblt i t^it stud&t va« aasl^td « paekafc and 

cospltttd ont or^aorc of tht txtrclact tut tbould not 

-havt bttn aafttatd; thst la, tht atudtnt vaa not tlltlblt 

btcauat ht/aht vaa not bom vlthln tht ytar tptdf ltd on 

tht 'Student tlatlni^ Form, not Hated on the Adalnl* 

atra.tlon Sehtdult, vaa a atlf 'Identified nonreader, etc« 

If you dlacorer, during or after an aaieaasMnt ietalonp 

V - * 

that a atudent la not allslble to participate In 

Katlo^ul Aaaaaesent, note the reaaon on the cover pafe 

and fill 1:^ only the oval baalde 1CX« In other vordflt 

^ cateforlaatlon aa Not Ellflblft ukee priority over the*' 

other ?ackafe Condition Ovale* 



er|c ■ 



^ 4 
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Th. tit$t ovU, sonul AdalnlitritlTO. wlll cwer'the wjorlty 
of tht .d.lnl,tr.tlon iltuatloart S^erd.e., clttt'd within p.cUgrf, 
codtd M do not btvt to bt lltttd 0*^ tht covtr p«tt. ?,elu«M ■ 
COdtd ?; SR. or KB ^.t oa th* p .M . r...on f»r 

PtcluBt condition Codt . tf knoira; la .dd^tlon. p.cV.,.. c^dtd P 
•IfouW b*Tt « aoutloa o< tht extrcl^iiT^tted. P.cVgt. which .rt * 
not *d«lnl.ttr.d ,ho«ld not h«v. « y.clujt Conditio Ovtl flll.d la. 
TYpt of A»..M,Mnt Oval* fAg, ci^.. 3 -nniy^ 
P.ckfg,, for Att clMi 3 conttlp « ««« .tt of thrtt- 
ov.l« followlBt tht P.cktjt Cohdltlon OvmU. Th.it ov.1. „, 
detltn.ttd R. r. «d S. You Kt to fill la tht R or T ov.l to 
Identify tht typt of^u.t.mat la which tht picU^t «„ .dalnl- 
sttrtd aj follows 

R - . R«8ta«ri tht ptcktgt waj tdalnl'ittrtd during tht 
flr«t «<lalnl«tr«tloii of tb«t ptclugt "ln.« tchool. 
■ P - rollowup ; tht paclugt vaj tdalnlsttrtd during « 
followup ttttlon *£ttr .11 othtr •d.laI*tr.tlon» 
la a school. 

* ■ 

Tht 0T»1 dtslfiuttd S It TOt to bt f llltria. 
3« Coluagu 3*> 

ColuKt 3-8 at tht bottom of tht cov.r pagt of tht pack- 
agt art u..d to codt lnfor«.tl<» froa tht AdlM.tratlen- Schtdult 
*ad to tnttr your EA nuabtr and tht codt nuabtr. for tht ?SU and 
•chool la which tht packagt wa. adalnl.t.r.d. Col««a.3.6 corrt.poad 
to col«4a. 3-6 on tht Ad,Inl,tratlon Sch.dult. Cclu« TfU for your 
EA mabtr» which it rtcordtd on tht cover of thla ^nu.1. «,d colu« 
e U for tht c«Je _nuaber, of the rS]l and .chool. which art ,hown on 
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TYPE or 

ASSZSSKENT 

OVALS 



COLUKHS 
3-8 
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IV-5 — *. 



'enttr the ^rrtct codt 



tht /^mlnUtrstloQ Schtdul*. In tsch Colusn' 

In tht block(t); * . ' 

Btfort coding 9^ Inforutlcn in coltams 3-6, be sure )[0u 

have matched the pecUge to be cjoded with the correct line ol the- 

Malnietretloo Schedule. The I.D. nmber le ueed to match Admlnl- 

etretlon Schedtile line nuabere with pecktgee. Co^ee to bemused In 

columns 3-a erejihovn on pege An txA^le of e j)ortltn of en 

Adalnle tret Ion Schedule^end .e package cover properly coded for a 

ftudent it thovn on page 

C» yipal Rtvlcv of ^ckaxea 

After coding/ review aU packages adalniatered by you. If you 

notice daring thla revl^ that an exerciae waa o^tted by e student, 

do not make any entrl ea on the paKe(a): however, if you notice any 

oval filled in by you or the atudent It light to be machine ^ 

m 

acored, darken that oval. Do not change any pf the en t if lea* other- 
viae; for example, do x^o^ f ill in another oval or in any way change 
the original reap9nae. Be ture that any package with a Package ^ 
CondLitioa Oval other than H (Normal) has an explanation written on 
the cover page; packagea coded P (Partial) muat alao have on the cover 
pag^ the nuabera of the exercltea which the atudent did not coo^lete. 



FIKAL RCVZEV 
OF PACTACES 



D. Storage of Haterlala 

Remember that Administration Schedulea are not reaioved ^rom 
the achool site xad/muit be stored in a tafe place in the school, 
t eccordlng to the plan vorked out with your Diatrlct Supervisor, if 
your Diatrlct Supexviaor agreea^ you may take home all uaed and ^ 
unused packages, tapea, tape record era* and suppliea, or lock ^ 
these in the trunk o^ your car , if it la sai4 to do so. ' 



STORAGE or 
HATERIALS 




1^ 



So 



■ ^ 



F«ckttt AdalttiitrXtlon 
Codlnt Schtdult . 

Coh^ Colu«i Item 



^ Cod% 



3 Cr«dt TWodUlti: 

|r«dt m * 
Unfradtd'clAtt 9r 
^S]^«c1a1 tducatloa c1m« • 99 

^ ' Stac 1 ' 

\ 2 - rtaalt 

5 Blrthd^u M<«th todl*it-two dltiM of ye«rr 

. Kiy 1966 - 0^66 ^ 

^ ■ 1 -,W (Whltt) 

2m z XBUck)- 

f ■ S (SptaUh Rtt;^u|t) ^ 
4-1 (AB«rlc«ii rndlta or AUsUa 
, ^ Katlvt) 

tront cov«r of your rusuU. 
Hiabtri u*t thr,t - School Mu^kt 



A 



V. ADMINISXXAIIVZ PXOCEDUHES • raXClSE ADMlSISmTOR 

m # 

A« TtttU of Eaployant 

All KatKmal AMomnt ExtrcU« A<biaiatrfttorft are csplo^td by 
Potfcrforct C<wp*tty» Inc., 150 E. Huron Strttt, Chicago, Illlibla 
60611. Although your t^loytr vlU bt Powtrforct» you will bt 
a^ltctad cad iraintd ^jt&m Diatrict Suptrrlsor and you vill 
rtcord'your houra vorktd aad akpoijaa Incurred on the appropriate 
fom an4 avtalt It to RIl. 

At the tiae you are^^tployed you euat complete a V-4 Internal 

Revenue Service form, DurtM asM«aAent» It'ViU be your v»ponal- 

blUty^ Iceep a da^^y record of your production, tiM, »a* eapentaa TERMS OF 

««^ Exer^e Adminlatrator. At the tpo^etion of each afalgnacnt» 

you Buat aubmit your Dally Production 7 T1m» and Expense Record to 

your District Supervisor » Proper coopletlon of the Exercise 

■ ■ 
Adalnlf tra tor Dally Production, Tiae, and Expense Record Is covered 

in the aectlon vhlch follows* 

On page V-5 Is an extsple; of a properly completed Exerds^ 

« 

^ Adainlatr^torU Dally Production, Tiae; and Expense Record to* 
'help yon understand ho« this f bm is to be completed* This f or« • . 
is prated on HCR paper vlth^econd (yeUov), third (pink), «nd 
fourth (goHenrod) ahedta adhered to, the original (vhlte)» Entries 
Bade on the original, aheet are transferred to tht other t||eta 
without the use of conventional carb^ paper. 



ZKPLOTXERr 
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Record 

Tht Extrplte Admlnlitrator Dtlly Production,, Tlaip'and Expeate 

Rtcord bttu dtilgned to ptrait you to Utp, on a^ily bails, the 

Buabar of adalnlstratlona ywi cooplftet • rtcord of tht houra you 

vork (by activity), and th« bualnett-x^^lated cxpan«a« you Incur la 

atrvins aa an Extrciat Adalnlatrator. Obt £om la to ba uaed to cover 

each aaalcnaent your District Suptrvlaor sivaa you.^and only one lint 

la to be uaed for each day* a entrlea* 
r 

Tour District Suptrvlaor viU five you a Record betor*-y6u b«- 
jln each aaalgnaent* The appropriate infoiMtlon In the box In the 
^per left-hand comer of the form will have been entered, Tou 
'are to p rint the reat of the Inf/naatlon required at the top of the 
fortt.* Tou are to enter the date (conth, day, and year) In the three 



EA'S BAItT« 
PRODUCnOHp 
TIKE, AKD 
EXFEKSE 
RECORD 



r' 



coiuua under •*Oate" for each day you vorlc- Tba "Production," aectloo 
la dealtned to ahow the nuabcr of a dalnlat rations co«pIeted^ «*ch day. 
The "Hour* Worked" section h*» been ««? up to allow you^to record the 
houra you vork by type of activity. Houra to be recorded under •^rain- 
ing" include the tlaa you apcnd readlnj thla manual, plua the tlae 
you apend receiving baalc Inatructlon ftoa your District Supervisor . 
If you apcnd tlse preparing Student Lilting Forma, enter thi?*ti»a 
in the coluaa* d^algnated "Filling out SLTa". Tlaa spent in actual 
aaaesstMnC (waiting for atudenta to report and admlnla taring, chedt- 
Ing, and ceding package*) 1* to be entered ^n the "Actual A**e**^ . 
ment*^ coluaa* Mo*t of' the tl»e your vork will fall In thla • 
category. Tim* apent In esalatii^ your Di«trlct Supervleor ih other * 



-* Thla ouat include your Social Security Kuaber. 
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tasks Mtlfned to you It to be catered under "Other Related IJutlei". 
Pater 1» tfi* "travel Between Sehoole" coluao the tlae you epend trav- 
eling ^etveefl achoola In the vorking day. fTlne spent tolat hetvecn 
your b<»e and achoola cannot be charggd^ )* V'Houre Worked" are to be 
•bowa to the neareet quarter-hour under each eatcsory. The "Expensed 
coluu la provided to record expenses for which you will be relabursed, 
Tou wUl be cotf^easated at the rate of S.17 per alle for each alle 
oTcr ten «Hes you drlvb In the course of a worUns day In »oln| be-* 
cween your paam. an* achoola Hi ip^tr*vel:JUiS between schools. *^ls- 
^llaneous" exfeaaes for which you will be^coapensated Include perkla* 
expenses and tolls. Explain »lacell«aeous expenses ^«nd attach aimro- 
crlate receipts. Enter on a daUy heals the auaher of «lles In ex- 



ceaa of tea that you drive and any miscellaneous expenses. 
___lfliettL7Qtt.have..^oapleted your esslfn»cnt, total your entries in 




the •Te^octlon". •♦Hours Worked", end "Exptntes" coluaa on your 
Jtecs5^4;"aid complete the boftto* half of the for« ea follows: 
la the '^Sumary of Dally Record" bo*. 
^^V^ 'Enter the total number of hours you workid (f rw your 
"Dally Record) and multiply It by your hourly rate to 
arrive at a dollar esount for your aervlcet. 
Enter the toUl miles (from your Dally Record) and 
ffltiltlply It by $.17 to arrive at the dollar eaount 
for irt^ich you are to be.comp«tt«ated for buslness- 
connected mllfaj^e. 

« ■ y 

* Undet abnormal conditions Involving exceaalve distances . District 
Supervisors may authorise compensation for time golnj^ between your 
homeland schools. The District Stq>ervliOT^ will dladws this If 
It affects you. 



c. Enttr fh« total of tti«celUn«ou» cxp«ntu yffu *r« ^ 
eUUlat (Crow you^ Dtlly R«cord)\ Attach ncctstary 

d, C«r«f»lly add the «aotmt« cUl»cd for y<Hir tcrvlcu, 
iill«s|Cy «nd ttitccllftncous expenses end enter tbst 
sua in the box to the right of "Totsl Aaount Due." 
(Your District Supervisor yill eater tj>e Projec^uaber). 

2. Sltff ("Sljasture") sud dste ('♦Oste") the^cord, 

3. Be sure your Social Security K\ffli>cr , your full asASf «elllii» 
^sddreis iBCludlns Zip Code, sad telfpbooe nuiber, ere catered 
% zt the top of the font. 

Dltposltlon , * 

When you h*ve cotipleted the Record, scperste the fourth (goldenrod) 
sheet froa the other three- This copy U for your records. Clve 
the remt^las three copies to your District Supenrlsqr, vbo vill 
spprove thea end aeil thta to RXI. RTI vill c^ec)c the fora for 
eccurscy "end' f orvert^^^^pverf orce . 

A slBSle ch«clt covering >our services, aUisge, end expenses, 
less stetustory deductions, vill be Vrlttea by Powerforce end aalled 
directly to you. Tou should receive e check for esch ssslgnaent shout 
^tuo weeks efter^^he Keeord covering the est lffoient Is received et KTl. 
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CHAPTER V PAGE 5 

OMMITTED DDE TO CONFIDENTIALITY 



i 




VI. SUMHAW or tASXS - DlSmCT SUPERVISOR 



Stud^ and ust chit «aniial^S It bxt^bttn prapAred u^t guidt for ^Ll rt* 
tponsibilities Msisntd to you 1ft yw prftp«r« f^r and conduct assessMot* It ^ 
jott cncouatar sittiatioat ooc cov«r«d in th« uaul inibtructions » call your Kie* 
tlocal SupervUo^. . . ^ 

Each District Supcrrlso'^ (DS) la ^^,;:a<i;fo&aibl« for cooducting aaiaasaant tt 
Afta Claaacs 1» 2^ axxd a nuaber oC prlaarj aaapllns tmlta. A prlaary 
tmlink mlt (PSU) la detliad aa a fcnrfphic araa atich aa a county, aavtral 

coundaai or a aajor city. Vithin aadb PSU a f^oup of IndiTiduala fro« each 

* • r 

afa daaa la aalactad }fj {^obahlXl|^ aaapli&s ^rocaduraa to partidpata in 

National Aateaaacnt. iUaaaaacnt of an axe claaa in aoat PSUa viU ra<tuire 

apprortsately one veek; ataeaaacnt in other PS^a aay reqUire one and one*half 

to tvo veeka. 

The folXovln$ Ilat itcaltea the Diatrict Soptrvlaor'a taaka that are to 
be cosplfttad in each of tha PSUa« Ittaa^ throQs^ U ^a aaaociat^d vlth 
prt-Mf* aj™*^ tA^ta; Iteae %2 throMjh J^ ^a_a ctttal yaeaaaeht taaka; ittxa 
23 through 29 are\oit-aaieaaMn|;^ taaka* Each teak la diacuaaed in detail 



in the chaptera that foUov^ 

1. lalephona' achp^ adainlacratora to achedule scajinta^ring 
tour f lx<t Tlai£ to the PSU and check all information printed^ 
on the Llata 'of^^choola Selected; correct aa naceaaary. 

2. Telephone m to confirm or update the InforMtion printed 
oa tha Llata of Schoola Selected and report the date» tlAe, 
and plate for each Mating achaduled in the PSU. * 



4^ 
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: • • - t . 

" '4. chtck ' 

5 A«.«bl."«t.rtU. to t*k« to l»6od«ctory «etln,.." . 

. ' 6. Pr*p«e o«tll«_lor ^ pr««>«ti«» to b. «d. .t intro- _ 

■'i . 7. „„tvlth.up.rint«d«t(.).««lprtaclpal.of .chool, 

.a.ct.d for T«r 11 *..e.««'t. (S««.l ~«ln,. vlth- . 

la . PSO will UV*lj-Ve-£icetMry.) 

* DtJln* the meetlBs: ■ 

CoU.ct«<l Check Trl,clp.l'. Q»«tlcnaklt«. , 

1 • ' . b: ExpUlnN*noa*lA,.e,«nt^«*«r,««tl«li.. 

!. ' ^uin .cbool liivolv«i;»t «d rol. ««1 

laportwce ofr cootdlmtot.' 
' ^ D'tetrlhut. SLP. end S„»err of School Teepee. U.,«eet 

■ V prl^dpel. to ^Ucue. both fot^. vlth coordli>etor If ^ 
/ oat U tppointtd. ^ 
... ' ' DetenUn. .p.clflc v.ek(.) for A«. CUe... 1 «d 2 

^ «.e.«»t «d for A8« cue. 3 M-Pl- 

.e«tet»»eBt.' 

t. l:^or.prin<;ip.leTO«vm.«id.ConflT«tlc»K..o 
indl-tln. 4.t.(,) Tc« pun to drew the ..^1. *nd 

cotiduct eeteteaeat in the echool. • ' 
\. vv.rify inf 0T«tl«» ieted on end ccoplete PSU Control 

> 

b. l«iult. .boot epecul or .put eelelcn. «Kl record 
l^or«tlca on the SpecUl Seeelon. Recordlni Fom 

* If eppllcibU. 



J 



er|c *^ ^ _ . • 4S ' 



4^ Iwjulr* t^out potti^U ZA c«adi<i*t*» »» necOitry. . 
Dlseuft with prlsj^pAls 6f ichooU ««lect«d for 17- * 

* y»*t-^id »«»«tmat tht Nonr««p<mi« Followup tnd', 

' . . 3 s»l»ct Sxtrclit Ad»lBLl»trttori (ZA») •» ©tceiitry** «nd 

\ . . • * ' - * / • 

^ \ provld* MCh vltfi M U >toual («at«r your &ABt» «ddr«tt 

/ ^ ^ — ^ tflepHoat a«btr on Ptgt 1-6 snd tht ZA*t iiua&et on thm 

"^■^ • * • • ^ 

• fr^t covtr). yUil to m t coapleted W-4 US for* fot* 

J • Mclf lA.wiected, 

9. Offer «<tlstuce in coapUtlni SLFt vhtr« acctftrr. If, 
£A# or ^dwol ptr«otm»X «r« to Milit, flvt liwtroctlotti 
" and Bak* yoiatafflti.^ . , 

' 10. Preptrt itlnmrlM fbr assesmat wtelc* W sail to m 
at lM»t tvo week* in advaace of aaaestBtot in your flrat 
PSO» . . , ^ 

11. Check to Inaure that you hare ree«f^ed all foraa, yaterlala, 
aad equipttent required to cccplete aaaesesent la e PSU. 

12. Prepare for a»»ea»*ent: - ^ 
4^ Sead appropriate Coafiraatioo Keao lndicatla« d4te(a) 

you plaa to conduct aaaeesaent or draw the aasple in , 

♦ the aehooli include Principal'* Readint/Literatur* 
^ * . 

(juaatioBaalr* a* applicahla. ^ 
PAck bardahelle ** aeeled for PSO. 
c. M*«t with cootdlaator for KAEP In the achool. . 



■1 



e An a««eanMat o£ (l7-ye«c*4ld* vho era not enrolled In achool duriag 

A*e Claa* 3 a*»ea«meot. tlati/o£ dropoata and eerly sr^duatea^ere 
requeatad fro^ echool* aelfcted for thia eaaeaaacnt* ' ^ 

' ** Necaaalty of uaini ZAa ie dlacutae^ in^Chaptir U. ^ • 



d.*V^«l«ct «uepl« iQ t«cb ichool; ask prlAclpalt Ifivolvtd ift- 
l7-7t*xVcld'u»csfsent to keep « record of aoy ^Age-elifible 

itttdcot vbo leevet or entert the tcbool becween the tlM yoo 

■ • 

di^ev the iAxple end return for i^iesti&eat.* , 
e» Co«ple€e Jldalnletretlon Schedulet» • V 
f • Det4rai»c ^lece ead tlBe ^or emcb edainletretlott. 
^ IrelA £A(ft) prior to uieetaent of cech ege cleee. 
b. DUtrlbute Bsteriels* to EA(i) prior to eitettacat 

« of etch ese eleti. 

» " 

13* Keep tn eccu]^ete rccor^ of your echedulee for eiMtesent 
end «<et ell eppoitttaeate. Oace you beve etteb^ihed e 
tfcbedulc, do cot cheofe ^tjmleee He^eetery* If e chta|c \ 
U reqikre^, notify the ecbool(fe) la— dietely . 
14. , KakfT cntricf delly on tbe Weekly Stetue ^epori;. - 
11. Schedule » eupervieCf cheeky end coordlaete EA«* pecket« 

edalniitretfioae, 

# _ 

* 16/ Obeervc end critiqu|^cb EA's first packes* t^ainlstretion* . 



t 17v Schedule Mkeup end follovup sessions vhcs neccssery. 
18. Collect ead^ check Principal's lUading/LiUreture Qoestlon- 
oeires* 

«19. Rrvicv ell peckeges efainiet^;ced end check codint against* 

Admlnistretion Schedules or deucfaaence. 
20. ^ Complete STchool Vorkeheete* 
- 21. Durins Ase*CUss 3 sssestaent collect Suppleaaenury^ Frese lists 
t Idler e^ applicable » * 



* Distribute Supplcaentery Ffase Listing fortts where eppliceble* 



r 



22. Ch»ck . spprovti tad mil approprji«t?copi^t/of EA^t Dtilx 
Producti6i;i TIbii «ad Ea^tnit^Mcbrdf to ftTX. . 

23. Con«ct^4Il^lttt*rmt 'c1i^ out- to Us, ♦ 
?«ek «ad ship «xtrei|t pseks|ts to KRC. 

23. If all pscUgts csAQOt bt sdeOnifttrtd In « PStJ durins tbt 
vttk(ft} scbtdultd for Asststm«Qt| call yotir Sletional Suptr- 
visor IssdUtdy. ^ 
26, Tdtphofit XTL IsMdiattly vhtntytr < school* eooptration 




problto Is tncountcr*^ or siM^tcttd, 
27I *Mport in dttsil on cht. Vtikly Status Rcp^^ rftfusalSi 
rtstrict^ona placed school o£flcUlj on tht conduct of 
ftsstssacnti snd Instincts vhtrt schtdultd tdainlstrttions 
trt not conducttd, / 
28. Ccttplttt tad 'mail til rtquirtd tdainistrttivt reports. 
29* Ktport tnj^problcms obstrvtd vlth.ptclcttt or txtrcist 

adainljtrttlon to your RS; cooeplttt Cxtrcist Observttion 
lot^ tnd rttun to D. Snith tctet tt^tht esd of tht 
tsstssatat of ttch ttt ^tss* 
Si^KDOER THAT TOO AK£ RE$?OKSUL£ FOR TEE SZCURITT OF Al^ HATIOHAL 
ASSESSMENT MATERIALS (FACEACES, FORKS, ETC.) AND THAT THE (WISEK* 
tTXALlTC OF THE ASSSfiSKEHT PATA ^ )fMS OF 5TUt)EHTS KDST BE PRO- 
TECTED AT ALL TlKES^ - . 



■n 
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VII. IHITIAL COKTACXS WlTJl SCHOOt OFFICIALS 

* *' , i' - - 

Durins tht first vUit lo « PSU» you will meet vlth offlcUU of scbooU 
tftltcttd for ptrtldpAtlcm In lUtloiisl^Aiie«tMiit* Tbt purpoiti of. tht atetlng 
«r« to «nmr quutlons r«s«r<ilas KfttlonAl AMtiiacnt» to «dvlst tht icbool of- 
flcUls vt tht rtqulretunti of th« ^oject, tad to titabllih the tctutl vttks 
for uitataAt* On Jun« S» 1979 » « letter viyi ien( to lsvolT%d~Cltl£f State 
School Officers Infor^lss thea tbet ichooU vlthln their itet^s have been se-^ 
lected for lUtlonal Asiee««ent« Th£s letter alio indicated that saterlala 
from m would follow which would 'identify ^h^ ichoorilatrlctat prlvatt achoola 
and parochlAl ichoola a«).ected for atieacacdt la th*elr itata. Coplea^ of theee 
lettera and a Hat of recipient* In each, atate are Included In Appeadljc A* 

Ihe Initial letter to th% eupftrlntendesti of achoola ealected for partld- 
patloa la fro« Dr. Roy H. ^Sea> Project Director of Katlonal Aeaeiaaent. It 
daecrlbes Katlonal Aaaeaesent briefly and requeeta the superintendent'! coop- 
eratloa In the iprpject* Thla letter la followed by a mallo^t pi the KAZP 
folder vt^ch Includes a letter f rot^ RTZ tuu*«tlns « acetlng date and l^fomlnf 
tha itfperlattsdent that the District Supecvlaor will call to vake final arrange* 
aaau for the ;;»eetlss* When the acetlns hu been arranged t e conf Irving letcet 
la acnt to the superintendent i and an Initial mallout la va^le to the school 
principals to iafora thee of the agreed-upon naetlng data^ tlaei and place « * 

Offldala of private achools selected for paiticipatlorti In Kafclonal ^sess* 
Bant ^Ich $fk not under the jurisdiction pf a public school superintendent aia 
also sent copies of Dr* Forbes' letter^ followed by a tallout Including a letter 
aufgeatlng a neetlhg date* These letters have been altered to allow for differ- 
ences betweeif theae achools and those in miltl'-school ad&lniatrative units « A 
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icparatc vcetlDS ^te is ^ugjetted for private schools. During the phone 
c«II» hptfever; the D^hAS the option of invfting private school officios 
to Attend one of the public school meetings *(Jf all parties are agreesbl^e) 
or of arraniiDs separate laeetinje vltl^ the private school offiolala. Super; 
IstendentSi prlDCipals» end private school officials of schools seleete'd for 
Tear 11 assessment vlthin a ?SU vill meet vlth the SS between Ai^gust 27 and 
^October. 5, ^ . * , 



(. 



B. Tjac Schedule for the Initisl Contsfct Procedures and for Aesesetacnt ^ 



Year 11. 1979-80 
July 16-23 i 1979 



July 30 - August 3, 1979 
August 6-17, 1979 

August 20*24, 1979 



RTl nails introductory casterlals to all 
superintendents snd*private school' 
officiaU. 

DS Trainins Session 
?hone calls to superintendents and 
private school officials froaDS. - 
1« Conpletion of all calls to super- 
In t e n d e nts a nd ^riva t e. JCh Q 



r 



officials (i£^ necessary) * 

2. DS notifies centra^^ff oesbers^ 
of school districts vhich vent more 
Infomstion- 

3. RTI and NAEP staffs vork to resolve 
school coopiBt^tlon problcas. 

RTI central suf f cospletes bulk oi 
Bailout of confiTvatioa letters to 
superln^ndents end Initial ttsUout 
of NAEP vaterials to prlncip'als. 
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. 5. CS«ke..ph«« ««ce.Mry7 

/ , to confisn •PP«>^'=»*°"* 

6. DS preE«« to conduct lautductory^ 

nee tins* « 



October 8 - Decembc/wt ^7^ 



Dec«*« 10-20. 19J9 



4 



^..ui ^t.^^ vit. .cool .u..- 
Intends. «d jrlnclp.!., to .ch.dul. 
M.u-ent, -id to «!•« ^ 
Hlae-weelc period for .tudm .wpU . 
..lection .»d «.e.««Bt of 13^«r-o^.. 
1. M contact with .chMU ..l.ct«d 
' : for 17-Te«^ld ■"»••««« to intor- 
thta vl,«a DS irtU *«lv to d*** 

the eMipl* e*rly- 

2, • DS intact «lth .chool. lavolvd I» 
" th. «.«»«t *9-y.«r-old, to ^ - 
IflZora «h«'oS «iU «tl5tt.W_ 
..lect conduct 
- 3, bS or8.nl«tlon of «t.rl*l. <or 9- 

ye»r-old »«»e«fia*nt. 
. D.,, fr.e of n«-;iU£J«*««t •"^^^'^^-I 
,^ 1. student .«pl.^.l««ilo« -'•••^ 
aent of 9-7e«-old». 

2. DSdr*«-"«Pl*.*»«'*'^^**^*'"* 
\^ 17^e»r-old •t««««t . 

. forna where applicable . ^ , 



Deceabtr' 21-28, 19J9 '. 
Wuai7 2-March 7, 1980' 



JUrch 3 - Miy 9, 1980 ' "^1. ^ Attettmeat of l'7*yetr-oldt. ^ • 

\ 2. Acquititioa of Suppl^beattty 

/ 

✓r " ^ \ . FrM« listl. " , \ 

H«y 12 - July 18, 1980 Supplcaeatary Frwi<.»»8et»aetit conducted. 

- * ' • * \ 

Contcntt of Firtt Hailout to Suparintcndcntt and Priva te School Officialt 
0*1 July ft, 1979, m called mttcriaU to^ rtipttinte^tntt of ichool dli- 
tri'ctf and officials of private'"«choolt tclecti'd fot-Ycat 11 utestkent. 
Included ift thete wateriUt a tu^ettcd date «ia tlae for a »aeting yith 
^ tupctintendcntt and principal*, of tchoolt tcl«ctcd for Tear 11 atteasa^t. 

Tbc-aailout to suf etintcadeata aad private achool officials wai ia two 
partes . ,^ I * ^ 

. I. Initial Letter 

* • Tfie initial letter to superintea^cata aad private *achool offfciAa 
^ f^ca Dr. Roy H. Forbea <t^% nailed oa^uly 16. It detcribed the project senes- 
^ klT and atated that additiotul naterials (NAE?, folder) wcre^eia* nailed tep- 
^^teiy. \ . ' 

■ ' ,2. NAfeP Folder , ' ^ 

"The naterial* Influded in the NAEP folder mailed to all auperlnttadenti 
aad private a<Shool official* on July 23.^1979 were: 

a. A coveir letter, aitned by Mr. Donald C. Salth, RTl National Field 
^ Director, t^ich.expl*la*ed the conteata of the folder, proposed a data for the 
laitiaLaeetlag, and iadicated that a telephoae c^tact would h% Bttde by the ^ , 
District ^up^rviaor between August 6-17* ^ >. 

.b. A Heaorandua to Superiatendents or Ktsoraadw to School Officials 
-hlch laclud«td a schedule of the astesaaeat activities for Tear 11 and pretcated 
/iew of the school's role la National Assestnent. ^ 

I ' . ^ - 

^4 



c. UAtt o£ School* Selected*, (conputer pilntoute). E*ch euper-^ 

Ineendenc of « die tr let received « llet ideotifyUiB echoole selected in thi . ^ 

dietrict «n<^ the »se ^^^^ eelected. Eech o££ici«l 

of * private ^echool receive'^l^ printout Identlfyinj the ege sroup f^r vhich 

the echool wee selected- AU Liete of School* Selected were eccoopialed by en 
« 

exple&etory etetcaent* 

d. Inf oTMtionel Bfterlele included were: ^ 

(1) A Dejwnetretion.Peckeie attaining objectives end exesple 
^ exercises for the Teer 11 subject ercee 

(2) Meteriels describing Netlonel Asscssaent. Topics 
covered include goels of Ketioael Ae«eecaettt» how KAEP" , 
results ere reported .e^d used » how schools end student* 
ere selected, and whet additional Information is Available. 

(3) HJUCP Publicf tiotis- List 

♦ 

(4) /A copy of a recejit NAEP Keveletter 

, 'Copiea of these »ateriela ere, In Appendix A end should be read 
carefully before Dating phone cllls £o superintendent* end private school-^ ^ 
official*. 

• . . ■ . * \ 

D. Inayuctiop* for Making Phone Cell* to Superintendent* end Privet* 

« * * 

School oAlclels 

1. General Instruction* * ^ 

Di*flrict Supervieor* will Vpend Auguet 6*24 erranging *«eting date* 
and clarifying queetion* for «chool «uperintendents- Th e first caU to ell j,,. ' 
*uperintendent* ttuat be aade b v^Aueuet IS, 
* , During, the treining *e**ion you will receive Liate^f sjhools S*i*cted 

(*ee,ex«Bple in Appendix A) in co«put*r printout form for eech o/^the PSU* 
asaigned to you. The U*t* viil provide you with the followl^ information for 
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both public,«ad parochUl nchool dfiitircti; 

- FSO Ntaber tnd District Supervl«qr*« nts* (la Jpp«r l^t comr^ 
PSU Huaber ftUo Appears lo Iwcr rifht corner) 
* ^ lUae of dlttrict tuptriateadeiit or gchool.^prlnclptl <£lr«t " ^ 
coluaa) 

District selection In Te*r 09 «i<J/or 10 (second coluao) 
* V pstJ, District, end School Ni»ber(s) (third colxaa) 

Schools selected for 9-ye4r-old toeseaent 
- Schools selected for IS-jeer-old «ssestaent 
. ' Schools ieleqted for 17-ye«r-old essestment 
District or school nwe». eddreseee. tnd phone oinabers (fourth 
' colusn); «se kroup(s) for vhich schools were selected tppesr 
shove esch school«nsae 

« 

Crtdc rente of esch school selected (fifth colu^) 
Estiasted totsl entollaent of esch school selected (Hixth 

colm) ^ ^ 

SOuested tieetiaf dste printed on first psge for esch district* 

— Suppleaentsry Prsae ststus ~ ^ ^ ^ 

LisU.for ptivste schools wtU provide sU of the shove Infonation except thst 
vhich refers to s suSrinteodent or school. diit^ict. It iy jonv reiponsibility 
to csiresch ■»^«inte:^dent end orivste scK ^l ofricisl listed on the printoots 
to «rr«nne « »«<ting . ' 

To M.Ut 'rou In clitcklag for duplication of .«l>ool district* -cro.. PSP..* 
th« third coluaa of tbt Li«t bf School. S«lectta tnuwrate. .11 PSOi'la which 
the district •ppear.. Tht row«r Itf t-h«id corntr of th* printout litt. «ll 
,<ifyooU th«Mr» in the dl.trict. Within * tii^l* th« .chool di.trlct 

* " Tott vtll sUo'^be fiven s fortt which indicates the aeetlng dste end tine 
suss«»ted to*esch superintendent end privste school officisl. 



«Qd sch^ls contained in a district mr« listed oply one*. Tb« a^t Sroup(t) 
for which UiJ gchoolt are selected appear above the school jnaae and are also 
deslfnated by the school nuaber vfalch appears to the left of tht echool naae ^ 
and address. 

m will infom you if any* school selected for participation in Tear U ' 
refused, to participate between Tears 03 end 10 » and If any specUI Instructloof 
are.neceasary for ccntlictlng potential problen districts, 

^ For each school district or private school contacted, the District Super- 
Visor ^1 update the list o£ spools selected^ ttd verif y change the neetins 
date. Updated ^orsatl^ and jaeetln^ dates will br telephoned to m^** 
Data BeetinM scheduled between ^Aupiat 27 and August 31 vast be called in 
to OT by August 15. Information on seetlngs scheduled »be6ween September 
4 and 7 aust be'cdlled In by August 17. Infortttlon^x^n^etings scheduled, ^ 
Septcsber 10 or later must be jp^Ued In by August 24. 

■ 2. ^ Outline of ^hona Calls . * <' ^ ^ 

Folloiflni Is an outline of points to U covered In the phone calls to 

superintendents Npr private school offlclmls. A tfodel phone call ,expsndln| cu 

N 

these polnu is "shown in Append^ B. , 
* a. Call superintendent, identify ypurself « and vc^y that 

KAEF aaterials sailed by RTZ^were received, 
b. tstabUsh meeting date, tloe, -and place for principals 
involved. 



* Add, or delete schools .as necessary; deletions nay^ occur as a result of 
gra(le range changes: Age Class l-scbocls ftust hsva grade(s) 2, 3, 4, 
or 5; Age Class*2 schools ausc have grad^(s) 7, «, a^$i Age Clasl 
3 schools wet have grade(s) 9, 10, 11, ^^2. 



.ToU-free 1*800-334-8571. 
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^ , Cp thtck lUU o£ schools. -tchool sddresMi tnd prlnci'palv 
, , ' for addltloai,* deletliyn*, and" corrtctlotit. 
d, Infora sttpttlAtcndtnt th«t ve will contact by baII prla- . 
clpalj Involved to i»tify th«a o£ the aeetlaf <Ut«, tla«, 
^ «nd place s'rtqttttt tuperlntcndcnt to aIsq contact these 

prlscXpala, - 

e- Confi™ a^etlng date, «'tlae, and place prior to conclusion 

of plion'e callt # . - * 

2- Handling Sl tuatlona That May Arlae^Durlng Phon« CmII , ' * 

V 

situations that aay arlae during the ph<»ie call and instructions' for 
handling thea are outlined helov: 
1- Hatgrlsls Hot Received 

I£ y«i rind tbrni ttie SAEP MterUIt h«ve not bVtn' rtcelv.d by th« ' ' 
•uperlatetulent. arnntt for tht «u^erlateDdent to receive the uterlele end ^' 
^•tt««pt to e^hedule • Bceting at Ifhe eusgested tiae. I£ the euper Jntendent ' 

wlU not etree to'e sitetlas before recelvlaj the «aE«lel«. erreate to 

, «.,*.- t • 

«c a later date. ' 

' ' , ^' 

2. Superfatendent Onavalleble 

I£ you find that the wperlntendent ia odt of the office for a fcv 

daya. talkVlth a peraonal aecretary or aaalatant to deteialne If 'the n/n- 

latendent fiaa received the uterlala (If wt. arrange for a aecond aamng) and 

haa appointed aooeone on the ataff to handle t^e Natl<^l A^eaaaent projectj - 

* ITew achoola are not a«t<»atl«Uy In the aaaq>la.. Baaed on the Inforaatlon 

you obtain (achool naa.. ,rada range, eatlaated ioul earollJat. 
, ing date), the, will be added cm i probability baala. Scb«irwith«r^r 
tang, change, which «k. th«i eligible tit another age clai. «1U «i!"b. 

rtJe'-l^I^lSVeSln^!"''' " ^ '"^'^ ."P.rlntend«.t pxlor 



. 50 



if »o, a*k« arr*nge»tnt« for the aeetlngt; contact th^uperla- 

id«nt prior to tb« atctlng^ r . 

b* If w>i, dattrnln* the etrllcit datt'the 3ti{>erlnt€*>dent can^e 

codt^ctei and cmll baok on that data* 

'3.. furthar Contact Nacaaaary 

If^tha auparlntendent raqueata further Infonaatlon before ag^eeiA*. 

to partleipata in National 4«eatmane. arranta a neetln^ with tha auparlntcn* 

^ < " ^ • 

dtstfaad •taff •ccordla« to the following lold«Un«t 

( • «. If tfil .upMintead^t*. •ttltude toJIrfd HAW U bwlcaUy pwl- 

tlTJcr ti«utt«l but .or. InfoiMtioo U r;qtie*t«d..««»ag« • ««tlng with the 

eBp«rlateodeat iad th^ et«££ aeabere the ^ierlftteBdent Aehee to lncl«>de (thl« K 

tuetlng ehould by'heU betwea Aupwt 2(W«). Suaeerlre 70«r^*agea«at oa 

the "tlet o£ Sehoole Selected". end contact ywnr Rejlotul Superrleor laedUtely 

for further laetruetifo*. 

b. If tb^ e«periatendcnt'e ettltude towerd KAZP !• beelceUy ne|*- 
tlTe, note'thlf on the aiet of School. S^lecte-8" end eeU Dona Salth* et Ktl ^ 
isedUtay. m end HA^ wlU sek* err«a»«aent» to cootect the euperlateodtat 
■ ed vlU echedttlj. e a^etins. Jf seceeetfj. to tela the cooperetioa of the eehool 
'eyetca. WX vlll contect yoo coBcenUn* the etettis of the dletrlct or echool 
at a later data* 

4, ' tefufel' ' 

*A 'eaperloteadeat or prlvete echool offlcUl .««y openly ref««e to per- 
tldpete la JI«loael Aeeeetaent. If eo» you should be very tectful end polite * 
durias your telephone co^eree'tlon. Xt le Very laporunt that you ettea^t to 

: , ' •> 

« If oot avell«ble, for Kltk Pete, Allen Duffer, Nency Kovoe. or ^ 

BlU^rtftca. ' • . " * 

I. . 



GO 



obcla th« rt«son(«) for tht r«^u«*l. Vdu InforMtion vlll enabUTBap *nd 
m to develop a^repri«c« fl£u tot «tteaptlaj to reverse the refueel. 

If the attperlatcadcnt or private achool official la very abrupt and hoatUe 
yw .bouid>oot further aotatoolze the Indljrlduarby'prolongiaJ the cooveraatloa. 
Tou fho«W obtain the reaaon(a) for the refusal, asd politely terstoate the * 
converaatloo. Co not Indicate* to. the refualn, party that so further contact 
wlU be Bade by KAEP and CTI. Be ,„re your note, f roc» the converaatlon are 
dear, thca c*n torn Saith* at m IssedUttly^ " • * 

U, however,, the superintendent aecaa aaenable to further dlaeuasloa, yo<f 
•hould C9ttflder lajectln$ ^ny or of the foUownit lt«« Into the cotmraa- 



tloo: 



«• During TeAr« 02 through W, Ims tbto cca pf rctnt o£ tht tMj^U 
schooU refused. ' / • * " 

Tou ead.your EA# wlU do eU the iiaple selection. pacUte ad- 
ttlnlstretlons/etc* . If the?e U eay resletence whatever ebout SIS coapletloa 
or other clerlcel vork on the dletrlct or icboolU pert, you ebould offer to 
heve your BAe do the work or to rcemrete school «teff for dolnt tBe wk. 

c. Tou win be « flexible « possible sbout sthedullal the vork, 
specs requirements, etc. 

Tou My offer to hsve s HAEP or m stsff xuaber Ls «ore 
knovledgesble sbout the oversU.KAEP progrsa co^tsct the school offlelsl« 

After further discussion, i£ the school offlcUI ttlU refuses to psrtl- \ 
dpste, thenk the offlclsl for the conslderstfon, end politely temtBste the 
cottversstlon. Ag*ln, record your notes of the situation clesrly for Xster 
recsll, ^snd csll ponn Salth st;,RTl isoedlstely.* ^ 



■If-ftot evsllsble, ssk for Indlvldusls identified st bottoa of psge TIM, 
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* RTI wiU c<muct Tou coacfrolDg th» »t«tu» o£ tht dittrlct ox tchoOX A 
Uter d*t«. 

In tchedulln^ Intxodtictoty aeetlng* tfet folloulog guldtllsM «y U 

us«d: 

C«ncr«UT»^ou thould be«ln your £lr»t sorolnt »tM|*i» by 9:30 
s.m. «nd your first *£tcrnooo atttlBf by 1:30 p,»- Too a*y wicouater ««ptrln- 
tealtntt vho v«nt yoti\o »ch»d^*e |(ot» thia-©ne ideetlns vltb^ schools la thilr 
dUtrlct} Mparatt wttlas* with eleaencary, i«alor high, «ad lil«h 

•chool prlncipaU. TwJ B«y •ut<»AtlcaUy/*lttr your »<^«dul« of Introductorr 
SMtlnts to *cco«)dat» tuch request* prgvldiog you can hold «11 Mctlas* In ^ 
«/?STJ la the «^ vefk. If yoj^noot, c«U yo^ ^«ioa«l Supervisor for y 
juldAoct. Tfou oiy alao tocouater altuatloa* wbert ^t is both ^aasible aid 
conrealeat to larolva aor^lhaa oae dlatrlct otf privite tchool in a otetlnt. 
Thia would b« to your*advant«te: hovevir, taep la slnd tou should nevr aA 
, school official to «Wid^^ inordinate sao^t 6f tla^ trsj^llng tO_«ij^_ 

* frott a — ctlag ,. • *^ ' 

^b. If augtested ksstlaf datss and tlaaa are not cowenitot to the 
su^rlattadeat.'you should follow thia proceduras 

(1) Attcapt to chanfs the aae^tlaf to e sutually coarenltot 

tia« during the" aaae vceV, a 

(2) tf autb ^ tl^ cannot be^ arranged snd tha super In taadentr 
at^l vaatiSo seat with you peraonaUy. suggeat an Individual aestiog ^ 
betVean August 20-24. (A aeabtr of tjhe staff could then represent the 
superintendent at the orlginaUy auggeated tlae.) 

(3) Specifically note changes of appointments and/or necessity 



for pr.ll^.ry -eetln,. on "List of School. Selected- *nd reUr thl. l«for«- 
tioo to Ml vh«> ro« report updated inf or«tlin for- the POT. ' ^ 

y. M.llout c.T,»..r,,J^t, .nd H.llout to Principal* • 

of School* Selected for T *«r 11 A««ei«aeaV - . ^ . 

" A. .oot»« m receivM verification of date, e.tabllahed for «..tln|.'«d 
correction, oa c«^ut.r printout., .l-ultaneou.. n^ilouy viU .«.t to i>rin- 
dpU. of ichool. ..lected for ...e.«^C «d their .uperiateod^t.. Th. 
prl:»cip.l.' «U^,ut vlll infora-each principal of the -eetln, dete. tl-a. . 
X«d pUfee. vlU «cpUla ^e' .chool'i role 1» Na«o«l A....H«nt. and ., 
include infor«tiiprt naterial,. The .^erlntendencj^ «il«ut vlU confirm 
^or eai .uperin^d«.t the «etin. date. tl«. a^ place and «iU Include.. 
" «terlal. not initially .ent to th«.. The content, are » foUo-.** 
1. T,r^«^^ p.l■.'K*llout (to be «lled Jn KAEF folder) t 

Litter froa Ml including Win« date. tl«, «>4-plac. 

'b. Keaotaodtffl to Sclwol ?rinpipaU 
' • c. Ptlncipal*. Qo«.tioTinUre * " ^ 

d. Ccpie. of the infor«tlcnal «terl*l. th.t vere included Ih the 
tuperlnteadent'. initial aailout 
2. ;tn periatende nt'. Kailout 

a, Utter fro. MI cotxf Irnln* the Meeting date. tj«e. «kd pUce 
l^. Meaoraadua to School Pjfincipal* 
' c. * Prl^ipal'. Queationoalre , . 

T^e coc^letion o£ the.e -ilout. by MI uiU conclude 'preparation, for 
tie arrangou^t. of «etin,. to be hild betveA^Aur-t 27jnd October 5. 



r 



"copied ,of tb^M oaterial. are in Appendix A. - 
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viii • iKnw^yfroRD meitings with seaooL, officials ' 

A. gfPWtloB!for Flrtt Vitit <nd Ov.^rvlcv of T*»1ej • 

During th« pttlod of August 27 through October S»« 197,9 , 7du will aakt 7047 
prc«rr«iistd'Tlslts to tbt PSUt la your district to «ect vlth tuptrlattndcsts 
snd prlitcipsls of sll schools Involved In Tesr 11 «ssus»«st* Zt is suggested 
that 70U coof tra cscb meeting by telephone vlth the superintendent or private 
school official St least one day before your visit. ^ 
IF 1. Materials Wetded 

a« Updated ll^ts jof the schools In t^e s«sple (PSU Control Sheets 
HA-10}.* These ^itlngs Incorpot'ate the revisions &ade mm a result of yout 
phone calls to the superintendents and Include any n<v acboola vhich vera sal* 
ected in the sasple. Tou viU have three Control Sheets for each PSU — one 
for schools selected for 9-7ear-old assesssenti one for achools selected for 
I3-7Mr*cl4 assess^nti and one for schools selected for 17-year-old assess- 
aent. • 

b. National Asaassa^t Descriptive K^texiala (tee description in 

Hi 

B. 2 of this chapter). 

c. A suf^iciant supply of Student Listing Forfts (SLFs) for 9-year- 
olds (blue) I l3-year-oIda (green) , and l7-yaar-olds (white) to distribute to 
principals. * J 

d. Extra copies of the Principal *a Qoaationnaire (for principals 
vfao nay not have received a copy or failed to bring it to the Beetinj). 

* a. Special Sessions Recording^Forms. 



* An cxasple of thia form is shovn at the end of thia chapter. 



J 
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Supply o£ Syocury o£ Schopl TA»lt» for cAch tgT^oup (aIso 

color, eode^ 

8« ExtTA HAEP (olders. " « 

h. This Mau*T (for r«fcrenct). ^ * 

'J. T— ki To Be Performd ^ •> 

Ihirlnj th^ iMCtl&c It vill be your retponflbllity to: ^ 
4. Collect and ehtck coBplct«d ?rlnclpAl*v Quest loxuuiresi 

^utJtioa* concerning HetlonU Asses taent^ uslnj uteriftl* 
provided yoo. Call your 'Regional Supervisor about questions you are unable to 
ansver. 

c« Dcplaln the tlaka that ulll be required of each achool In' 

National Xssesasent. 

J: ^ 

d.*^- Platributc appropriate Student Listing Forna and 'explain method 



of coopletlon; also distribute apprparla^ Su&aary of 
e 




Taaka. 



r 



pj^rla 

Peterai^e the dates of aaseisoent ^ , 

f . Have ^rlnclpala enter date of aaaet»^t veek oxis^uax^ry of Sch^^^l * 
Tasks end tell then you will confirm all arrangeacnts prlyr to that veek. 

tC Verify Information on and coeplete the PSU Control Sheets, 
h. Obtain Information on schools vlth special sessions* 

L Inquire about possible EA candidates vhen necessary. 

* ' «. ^ 

j# Placuas with principals of schools selected for 17^ear-eld * ' 

J* * 

assessaent the Nonresponse Tollowup and Supplementary Frame assessment* 

If a^school ia not represented at the meeting^ visit the school to 
talk with the principal and/or the coordinator unless participation la in 
question. If you are unable to visit the schools you tauat notify your: 
Regional Superviaor vhicb School^ou vera unabl* to visit and^vhy. if the - 
principal haa Appointed a coordlnator^nho does not attend the meetint^ you i 
should call the coordinator aa moon aa possible to diaetisa the taska and 
ansver the coordinator *a outationa * .Rtneaber» you will leave the PSU expecting 
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thf work to b. coapl-.ted prepetly open ye«r return; It It veil worth th« *ffo« 
t«-t»lk p«rt<m*lly w?th tT>eV««n.a»e wlll'*ctu«lly'c«plet« the work to 
lature ttut he « the hw thorough. underit«idlng of the u.k. to be done. 

Tou W li"* '0 echoole to Mke «r»nges«ot* . 

fir cc-pletlon of the SU» required for ihe eet^le .election of .tuaeote during 
Meesmnt week. E*ch of the.tt.ke outlined ebove te -deeKlbid In det«a to 
.the eectioiiie thet follow. ' . 

B. ' specific TeeVa at^tttr oduetorv Meeting . . * 
1, r»n«rt<H ^ ?rlnelp«l'« Oueetlopnelree ^ ' 

U the prlnclpele errlve. collect end check ell queetloanelre.* for 
.leelns dete end eeeiet^Uie prlnclpeU la completing th«t,lf necee.ery. The ^ 
pxldellfi*. below ere given for your u.* Jin «i.w«lng queetlone. Tou «re not to 
reed thea to the group . 

e.. Queetlon 1 - Thte Inf orBetlM 1. e.eentlel fc^ deteralnlng on e 
p^beblU^y b'ee^the n«be'r of peckege. end group .1« to be eeelgned to the 
.chool «id Hjit be if^cl^ti on the ,^.tlonnelre . If «t.ct Informetlon c«aot 
b, obUlned. determine- the eppr^te enwlUeat «id ev.rege dlly ettendence 
by gr.de. AVerege delly Itt«id*nce «y be ebeoUite nusber or a percent end 
■ay^e beeed on the prevloue echool year. 

b. Queetlon 2 - The- reeponee to thl. queetlon will heve to be -ede 

e ^ 

on the prtndpel'e judgaeot. 

^ — c. Queetloft 3 - Option E of thle qj^etlon ehould Include thoee 
p«,;ie who would nor«Uy be Included In A-D bu£ who ere not working 'full tl« 
«d ere not on welfere; «.g..algr*ht worker.. .ee.on*l factory worker., etc ^ 
'optloi. E and r ere, therefore. twtueUy exclualve. . 

".» ^ copy of thl. que.tlonnelre 1. In Appendix A. 

§ ' iL 
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d* Qutstion«4 *- The rtcial 4Ad ethnic cAtegoriet in this questioa 
ere defined e« follove: 

^ (I) Cetegory As ^ 

Aaericen Indian or Alesluo Ketive -r A person heving ' 

^ 1 * 

origins in ei^ of the originel people of ITorth Aaeriee» 

end vho selnteins culturel'identif icetion through tri- 

^ • bel effilietlon or cotssunitr recognition. 

(2) cetegory B: ' * 

Asien ox Pecif ic Islander — A person heving origins 

" ' In'eny of. the originel peoples of the^ Fer Eeet» gouth- 

i eeet Asie* the'^IndUn S}ibcontinent» or the Pecific 

IiUnds, Thi& ere A, includes* for exesplej Chine» Jepen* 

Koree, the Philippine Islands end Seaoe. 

(3> Cetcgory C: ^ ^ 

t 

s HUpenic — k person of Kexicen» Puerto Kicen» Cuben» 

Centrel or SouthI A&ericen, or other Spanish Culture or 
origin/ regerdless of rece. 
(4> Cetegory Dr * 

BUckt not of Hiiptnic Origla^"- A person heving origins 
^ in eny of the bleck-reciel groups of Af rice* \ 
^ (5> Category E: 

vVhite* £0£ of Bispenic Origin^ — A person hevif^ origlxis * ' 
* * In eny of the originel peoples of Europe » North Africa^ 

or the Middle East. V 
<}ueKi^ principels vill Icnov if their school le-eligible 



for Title I assistance. If no?^ the prlncfpel'e superintendent vill have^ttft 



Information. 



V 
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Hi«*l&s Prli>cip«l'» Quefttlonn«lrc« mint bt obf iotd befof l<wini^ 
tht PSP. Do jMt ins truct prinelptU tatuil CQ»plcf d guftionntir— to y^tt or 
If the prlccipAl CAon<it give you «11 the inforcJtloo, «t l«A«t dettrvlne 
the epproxlttitt cnroXlMOt «nd «vcr«s€ <Ully «tten<Unc«-J)y grm4e in Queetioa'x 
end rettttn e.pertlally cospletcd queatloimelre to ^♦^Xf aecessAry. it per- 
ttlssible to t*lc« the Inf orMtloo oTjtr the teUpholoe £x<m the prlnclp*^ or m 
declfaited rcprceentetive** , . * ' 

i» Expleinlng ITittonel Aeeeeeaeat J 
' ^ • purpoM of yoursf Iret vlelt to the PSa 1» to cj^lfy questioa* la 

reterd to Ketloael Aefeseaeot.^ Therefore, you vuet be rjfe^^ to jive « brief 
Introductory stetcaent, aad you M»t eleo be «blei<^ea»wer-qtje»t;|ton« in r^erd 
i * to the project* , * . . * • ♦ 

* ^ The etet^cttt rejerdlag the KAEP project In Chipter I end the tafor- 
Mtlpjiel naterlaU Included In Appendix A sey ^»ist you in thie t«ik» The|^ 
aateriele bevc been itQt to the euperlatendente and principeli prior to the 
aeetias. end hopefully ,1^ beve be^ reed. tfc<EKi» Ufo « prototype speech end - 
«a outline of Netfonel Aseeesaeat'e devflojweat In Appendix D vhich aiy i»roire 
helpful in prepeflng your 'cvn preeentetion. * 

In eddition^ to the i^raetionel meterlele eent to euperintendente 
end prlnciiieU* /ou-yill be ei^lied vith-the foXl^vlnt:* 

' *• ^ Deaberehlp up o^^the Educetipn Cooaeeion of the Stetee. 
.b* An ortenlxetionel ^chert ehovins the intecreletionebip becvteo^ 
the Education Coaoleeion of mt Stetee end the KeticneliAeeeetment eteff « fol* * 
lowed by e liet of thf Keti^iel Aseeesaent eUf f end their re«poneibiUtie«» 



/I 
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\ c» * A te 
oth^T «un<Urdli«d y«tla| progruui 

^ ' CoplM of Ch«*« uttrltla's^ 



tcn«r«l ditocrlptlon of how Hatlonal AtMfMwnc <Ilff«r« (lom 





^ ; ' • • . • .-( 

^ *d« A sugi^tsted Press R«le«se«* v\ 
* e/ A letter fro* Werren Hill, Executive Director of ICS, 
reserding p«rent«:i content md •tu<5tttt p*rticip*tioix lri^«tion*l AssMiaent.*^ 

£* Copi es of sti^fcested perenUl iq£onatloa*\*oi ptralsslon letters. 
* Hsadouts fpr tesehers ind /students (blsck^snd white p«Bplilftt)t* 
\ Jti. ^ A receA IWEf Vevsletter>* 

it Metiooel Assesssent FubllCAtions Uft (order ^fora)*** 
Too should be fealllsrvlth ell th< ntterlels end use thea es necessexj to * 
sasver eny questions., , 

^ In. sddition, to the flJblJve ite*;*, you will be s^^ft^ied wlttf*copiea of * 
HAE? report to disttifcute to *aech superintendent or prlve^e school offlciel »t , ' 
the end JSfebe seetins. If other school officlels esVi^for copi.es of this report, 
cxplein thet the superlhtendent hes e copy «nd give them the det4ils on how it 
my be^r^ered (through use. of the NAEP guMlcatlons List). Superintendents { 
snd principals of perticipetlng Teer 11 Schools wtll receive reports outlining 
Teer.ll essessofht results es they ere published*. 

If questions reger^ng the Exercises ere^elsed, expleln thst cur 
cornel procedures ere not^ to show the sctuel exercises to be edsloistered to 
the^-ffutoitB to enyone except the perticipeting stWents* Because NAE? releasee 
approklAtely one hall of flfe lte»s adainlstered e^ch year, security of the 
mr^asedNltois (used "to M«>ure change over tlae) \% of utoost laportlnce* 
A DeaonstrationVPackage containing example exercises was included In eech folder 

r 

sent to superintendents^ private school officials, and principals. If school - 

officials Insist on seeing the actual! packsges ,* notify your Regional Supervisor 

A^mAK^^lx^ of such a request, Be ylU advise you on w fea^ ac tion Is to, be taUn- 

The Background Questions» desig^ied to determine the corralatioa between 

home enviroiwenta^ factors and perforzisnce on KAEP exercises^ are printed on the 

beck o£^ the t^eaonstretlon Pec^ge. 

Supplied In qtlantl^s tabend out as necessery« 

Included In the' superintendents* end principele' tuilouts. 



a 
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tf a school will not pcrofc the «dalnlttrftplon of ont or taort of th« Bickgrouad 

Qutttloni»^you must note th« rtstrlctloti in P«rt B of the 4ipproprl«'te Weekly 

Stttuf Report*, Instruct your £A« not ^o edxanlster these questions (end insure 

#. tbst they do noe)» And include « neaorendisa describing this restriction vith 

the coop^-eted pscVcssc< when, they ere shi);>pcd to HRC. 

If a school offictftl Inquires about notifying parents concerning 

the sisessacnty try to talk to the officiel on «n individual basis after the 

aeeting* Give the official the letter froa Warren C* Bill* Tou shofuld / 

politely explain to the school official that the lavVoes not require parental 

notification for the Hational Assessment proJect,^but that if it is a require- ' 

Bent of a particular school district or school, ve cerUinly vill vork closely 

to coordinate this« During discussions with school offictali resardint 

♦ * 
parental notification, be sure tOjtnphssize that elaborate precautions are 

undertaken in order to safeguard the anonyaity of all stud^ts* Since par* 

* 

ticipating students* na^s are never takeif froa a schc^ol building and school 
officials ace instructed to destroy all ichedvlcs, StFSp etc. six aonths 
after assessncnt, no follovups vlth partKlpaBK itudents are possible* 

Skov the school official copies of t]|e two parental infomational 
letters: one for all students in the specified age class » the other for 
atudcnta actually selected in the s^t^le. These letters provide the parent 
with information sbout the purpose and scope of Hational Assessaant. You 
will 6r supplied with an avple quantity o^ these letters ty iIiit/ you can^ 
furnish thca to school officials who decide to use thea* 

Occasionally* school officials nay decide that soea fora of parental 
peraission vill be essential before atudents .vithin their Jurisdiction can 
"*'*'*^articipate» If so» first show the school official copies of the before and 
after sai^le selection Inplicd content letters* These letters require a 
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p„««l .lP«u« oal, if t.. p«e« doe. .ot v«t the child «^P«tl^. . 
li there U To xe.pou.e to the letter, ifl. P«ticip«l<» 
.,«.ted. « t>e Upll.<rcon.«t letter li cot .de«,«te, .h«, the .chool ^ 
offlciel-c'cple. o£ t;e before «d .iter .*«,le .election p.rect.1 p.x-i..lon . 
letter.. Th«. letter", require th.t the p.rect .iso^the letter «.d i^i«t. 
.Herher pe»i»ioc to p^ticip.te i. S^-ted or denied. « there i. co ' 
«.p<«.e to tl>e Utter, i. i. «.u«d th.t peml..i<» i. denied. Since the 
«.p;«e.to thi. lette'r U secr.U, Poor. it i. .dvctageou. t* .end . 
,oncv.p Ltter.. Therefore, if the p.rental P.mi..>on letter i. to he u.ed. • 
,ou .hould di.cu.. With the .ch^l o^i^i-l,'**- PO"*"""'^ * 
iollo^p letter. O^ce . d.ci.ion h«- been re.ched. notif, your ^ of <he 
■ Of ■l.tter<.) to he u.e<^«d the ,«.nt.t. needed. He viU .ee^th-t the 

X.tter{..) i. Ptioted *nd tint to the tchool. 

There i. alv.y.' the po..ibilitr J:»».t repre.ent.tive. of loci new. • 
«di. ViU «K you to provide inf^ro-tion .bout ..tion.l A....«ent «d the 
,00.1 .chool .yte.'? i-olv.»^t. These re,.e.t. c«e durin, your f ir.t 
.Uit to the PS. or the, «r be «de vh«. rc^«ur. to the .S« for «.e.«..t. 
. p„.. rele«e e^pUioi.. - ''"-"^ 

,or ^ur u..; -r -"--^ 

...JentV principa.. etC.i^olv.d. . cop, of thi. rel.«, «r be .i..,to 
. hon. fide r..re.ent.tiv. of loci nevp.per, .nd tel.vi.ion «d r.dio 

vho de.ir>. infon-tloi ^-t «.tio«l A«..««nt or .pecif ic.detaiU 
« ,,„r rol. i. the .tud,. if reporter, .ore infor«tion^th« i. pro- . 
vi,.d in the rele«e. ,.f,. r^^ ro th^^j^.ti^.l A»...^e.t nep.rt=ent. X 

-.n. l^ .,n.rr-.r^>^ rh.- pre.. r.U..e). If . 
• „pr...nt.tive of 'the new. «di, i. «-iim. " "c^Pt thi. polic,. contact 
.,o«r R..io«l s'uperviSor for .d%ic on h^dlln. the .itction. t«.« KO ^ 
ClRamST«.C£S «£ YOO to H«X CC«HEKTS I^IKC KATIOKAL ASSESSHDff rO. 



PUPLICaViOH.OR broadcast. ^1. nile i, not be be cowtrucd «. * l.ck cl 
con£id«c.' in f^t ^bllltle.. bu^ 1. «rely • devlc.^to Insure th.t . 
ual£o« .t.te«nt on N*tion.i A..e..«ent 1. betej pre.ented In .11 'pTt. 

of the country. 

3. v ^l^ir^it^ the School'. Role In K«tioi>*l A.ie»^nt 
^ ' WhW dl.cu«ltig the .chool', role in « the InitUl 

«etin» . b. •«« th*t you W .'clear picture In your own alnd of, th. - ' 
Utk. involved or you alght give the iapre..lon th.t ...e.wnt require. ^ 
.ore of the .chooU th«, it .ctu.lly do*.. .Tb'e.tujor U.k of the .cbool 
U coi^leted by'.upplyi»S « .ccur.te' ll.tlns of .tud.nt. .. ^ec^ifled on 
Che «Lr.. In .dditlon to ^1., the .chool .upply the room, for .«e..^ 
«nt «d th. princlp.1 .hould .'ppoint i cooidltutor to .e. th.t the .tudent. 
' .elected for «se.«nt «e notified of their .ppolnoent. .nd .ppe.r « 
.cheduled. It th.'.ch««l-h« . .«11 .t.ff , the prlndp.l «y elect to .ct, 
^ «# the coordinator. 

• ' It i. u.u.lly .dvl..ble to de.crlbe the .chool'. role ,t the Intro- 
--ductory ^.tins in term of" chrot^logld lnvolv.«nt; th.t l..).for.. during. 
\.nd .fter ..'.e.^^nt. Therefore, the .ubj.ct 1. 41.cu..ed bel^ In the.^ ten«. 
*. Before A.ie.went 

The only thing required of the .chool. betore ......Mnt^veek 

U th. completion of (j,. SLr.' which you will dl.trib,.t. .t the meting. ' Since 
prlnclpeU Involved in the .....«.nr^f .11 three .g« cl...e. «y "tend the 

•.«e'-e.tlng, the SLT. h.v« been printed on dlffezTent colored p.per to «V« ' 
the. e..ily dl.tlngj'i.b.ble for dletributlon. Th. SLT for 9^e.r-old .tud«.t.^ 
(bom during the cl«>d.r y..r of 1970) i. prlnt.d oft blue peper; the SLT 
for 13-ye.r^ld .tudeat. (bom during the clend.r ye.r of 1966) 1. printed, 
on green p.per; th. StF fot^.l7-y..r::old .tud.nt. (bom durlng^th. P.rlod • 
October 1, 1962 through September 30, 1963) i. printed on whit, p.pir. 



U.U.11,. a .cHooI^JUl involv.. in th. ....««« of cnl. cU..; 
however, U i» quite hie ly that there will be e-few school* involved Id 
the tssessaeo^ o£ aore than one is« cUtt. E*ch priocipil wiU h*ve to 

esflsste the ntaber of pages Deeded for eich age claf<^ to be assessed in 

« 

the scliool. Each page hAs spac* to list the n*:^ of 25'stwJeots- (SLFs 
are packed 100 pages per psckage.) Be liberal when you are. distributing ^ 
the SLFs, .If there is a question in «'principsl*s «lnd as to the nuaber 
needed, extra |«ges should be given to the principal. At this tl»c, also 
give each school representative a copy of the "Susaary of SchoAl Task*"* and ^ 
an SLT storage envelope** for each a«e class in which the schoil is itxvolved- 
The "SussiAry of Sclv>ol Tasks'** for each age cIms is prii*^d on hiMw color 
paper as the SLF for th^t age cUss. f 

When the SLFs are distributed to th^ principals, explain that we 
need coluaas 1-5 coapleted for each*** student, regardless of grVde, jrhd^^^^tt 

within the ye*r specified on the SLr so that each eligible student will , 
have an opportunity to be selected in the final aasiple- SLTs for Age Cluses 

1 and 2 should be CoB?lete4 as near af^possible to the scheduled week of 

» 

usessaent for the age claas in the PSU. Age CUss 3 principals should be 

told tftat the target date for*the coapletjlon of SLTs is the f irst^^day^of^^ 

scheduled week of assesinent for Age Class 1 in their PSUs."" This will help ^ 

insure tlwly preparation of Ai* Class 3 SLFa for early saaple' selection of 

Age cuis 3 schools. SLTs sjwuld be coopleted by the school staff froa boae- 

*^roo« record book* or froa central file*- If the principal indicates that 

this will be a problea In th^schoo>, talk to th* principal individually 

(after the abating ^ if pos*ibl«) sod ascertain the nature of the problest- 

.T A copy of thi^ forp for l3-y«ar-old a«s*i*a*at is shown at the end of 

the chapter* * • 

** A *opy of the cover of ihl* for» 1* shown at th* ^nd of the chapur. 

*** Section D of the chapter describes * technique which nay enable a school 
to list * subsiaple of the eligible students, tather than all. 
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Aik for pcTOlssloo to h«v* an £A cocaplcte the font fron ichool rccorcU* 

If «vail«blc* It pctmUflion is gi^o, sa1c« an appolatstnt vltb the prindptl 

aad explain tbat an EA vill coerplctc the fo» at^no expense to thet cbe^. ^ 

the only vay ve can have the ton cocspletcd is to pay a staff ecsber or 

a responsible hifh school student^ inform the principal of the rate of pay* 

vhicb is the hourly va^e paid Ik^ in the PSU* If this is not latisfactory, 

i» ■ 
determine vhat vould^e and call SII for instructions. Coxplated SIFs thoald 

be placed in the SLF itorage envelope and kept at the tchooL. 

Schools should bc^given the option of providing another type of 

listing il one is readily available. If the school can provide a computer 

lie ting of only agej^eligible ttuderfts eho^ring grade • ac3e» and birthdate* it 

vill not be necessary to complete the Student Listing Fom. This listing 

should be placed in the SLF storage ^velopi in .place of the Student Listing 

Fom. ' 0 * 

If the large fchools indies t^ that they are uallle to cocsplate 

the SLF for all itud«ats In the specified age class » detenlne the reasoo* 

and, if necestary, aake arrangesentt with the principal to have an lA (eft 

staff Msber) do tlfe listing of a tubsaspla, folloving pr<^dures outlined 

in Section D of this chapter^ Bef'ore offering the option of s'Ubfaspling to 

a echool. checkVthe ?SU Control Sheet to detemine if this option la availeble 

for the school* Sbl^ls to vhicb this opti^ is not available are identified 

■ ' .7^ . ' 

on the Control Sheet by "AH" in Coluna 7* \^ 

Whatever nethod the principal chooses^ be sure it is understood 

that the SLF oust be cospleted before* #tad preferably one veek prior to» the 

specified date^for assesssent or sasplc selection and kept at the school 

until you or your CA arjive* If the school ^has special or aoduler^ sessions* 

the SLFs for esch session are to be kept separate. ^ 
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Ccncralljp tchool pcrscmntl are to llit on th* SLF «ach studtnt ^ 
vh0 B«ct« th« definitions on the SLF. Ther« «r< tbtte exetptiou to thlt— 
non-£n$Iisb tpeaVlnt stvdcnU» tduc«bl« scntlUy retarded (£2fR) itudeatt, 
and functionally, diaabltd stud«aU. Theic exetptiona ara diacuaied balow 
to htlp clarify KAEP^f poSfcy and to ^ive guidalincs to tba DS. Thta« 
cxctptiooa mat be dlacUkaed vith achool offictels^ and the procedures for^ 
keeping count of the Inellsible tX!^.tat9 auat J>e explained.*/ « 

The population for KAEP, at each a|e level, ia an Enfllab^spealilBs 
population^ Ve de not uae interpretera, and va do not tranalate our ««terlela ' 
Into other lansuagea* * 

StudebtSn^o do not speak (or read) English^ should not be listed on ^ 
the SLF. KAEP does not have an instriscnt, f or determining proficiency in 
the Tngif lensuese. Therefore p school personnel euat determine this for 
us* Tou abould speak vith ^be principal and poislbly other knovledgeable 



achool personnel. Cxplein our normal aode of presentation (paced tape) end 

• * i 
ask the .school personnel involved in the decision not to list on the SLF 
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those students vho vould not be able to overcosu the Iangua|e barrier (under* 
stand the teak* reapond in v^tten English as necessary, etc.). 

The population for KAEP* at each age leiftl*.doea not include ffiK 
students (oentAlly retarded or caotionally disturbed). Schools that ere 
established for these students are excluded from our population of schools 
if they are identified as ve establish our school frame or contact euperintendtnu 

EiGl studenu ^re sometiaea deter^ned by psychological tesu. Bovever, 
^■any school distficu do not have the funds to provide for these^tesu or for y 
special schools. Therefore* the students uy be Identified es but remain 
in«the reguler schJi>lSp or may not even be ^officially identified.. 



« Oae the Sumry of School Tasks; explain the **Count of Ineligible Students*** 
This form should be completed and kept in the SLF storage envelope vith the 
Student Listing Form until the District Supervisor arrives to meet the 

« ^ tfams^le. * 



£« A. U.t.d c« th. Sir. If p.ycbolo,i«l t«t. «e not uied. it u the 

cUloa Of th. prlnclpU «d .t.ff « to vheth,*, or not . .tudent l. m thl. ' 

ctcorr. «d V. «x.t abld. by thU d.cl.lon. How««. it cl«r th^t v. 

^ not v„t .t«d«,t. Eluded o^y of poor ic*^ p„,^^ „ ' 

«nul 41^12112. ,,^u». w. v«t 001, those .tud«t. «cl„<Ud vho c««ot ■ 
Uv. ..«l.,f., ^ ^ 

to C1-.U1.. « a« „. p.ychol^,icUl, t..t«i « . . 

^ or .tudcnt. vbo «. cca.id„.d E« m ^ prof„.lch*l oplaloa of th. 
prladp.! or otb«r <iH.llfl,d -.tAff uab.rt. - . • ' - 

St«I„t. ^o «. ,0 f^tlc^y ii^^ui (t«pir.^ or p.r«a«t * 
dl«hlUc) th.t th.. c««ot r..pood to th. «.rcUM « th., „. 
■ nor^Ur .^l.»r.d (p««l t.^., .h^Wh. «cl«Ud fro. th. «a -h^oT 

•»ot b. lUt^ on th. Sl^s «u 1, functWl, dU^I^ ' - 

.t.d«t. vho c« ,0 th. «.r;u„ .b«w-h. lncl»d.J m th. .«pl.. 

, h. Durlat AtSMt^t - ' ' * 

1* not.d e«ll«. th. vxinclp^ «y appoint . 

.«b.r. pr.f.rUl, . .chool cc««l«^, to .ct « coordinator or th.'p«.clpU " 
«T choo.. to «r-« coordinator. It h. th. coordl^tor'. r«pon.l- 
v^hlllc tb notlf, th. .t«d«t. vho to p.rticlp.t. in «.«««.^(«^ ^.^ 
t«ch.r.) Of th. d,t., _tl«. «d pUc. of pack.,. «!nlnl.tr.tlon. lop ' 
.tr... vlth- th. i««rdl«tor th. 

. .t^«>t .ppaar. for ...>,^e.r .- It U a.o ad^.ahl. .t thl. tl« to point «t 
th. n.c«.lt, of conducting or-follov«p .d^nUtr.tlon. If ' 

not .chl.r.d. Pr.no«, «1 .t«dlM "h... ^i^ ^. " 
forloctln. .tud«>t.. Io« .h^ld obtain p.x^.ion. l^ po«lhl.. tl " 
^ of th. location «thod. llat.d h.lcv m ord« of Sr.f.r«c«.- 

' 1. Cali ,tud«,tk to .M.loo 0Y.r a pubUc «ldr.„ ,y,t«. 



2. RequciC coordln4tor or rimoer to go.roos to xooca to c«U ftud'eot*, 

3. Notify teacliert in «dv«nc«j tiviss « iditdulc of the mtlooi 
sad the students Ittvolved ead Mk tcAcberg to tVad sttsdeats 
to tettloas. 

A. ^ Botlfy studcats la •dvinct by o*e of Appolata«nt C«<U. Iht 
Appolfltseae C*rd« thould b* eosplectd tni glv«n to the coordl- 
■utor for dlttrlbutloa. 
Tht coordinator also .hould b« aYailablt to c*U «t4deat« If they do not appw 
for their appolhcaasta. 

The school Euat alao sake available tb« spaca required for aaaesascpt, 
A study Modocted by KAIP in Tear 02 abwcd that about three percent of aU ad- 
alnlstratlooa conducted that year verc In rooas or az«a« lAerc the -DS felt that 
the quality of the aaaescMSt vas adversely affected by noise or other distrac- 
tions.. This study Indicated that ufeterlas and baUvays are o^c conducive to 
optlaua testlnj conditions, jt also Indicated that, in soee schools, libraries 
and school offices are Inferior places to conduct asscsnantl 

»ear In Bind that a |ro«p adalnis (ration usuaUy r^ulres saatlst and 
workspace for up to 25 studaats, a ssall- table for' the EA, and an electrical ■ 
outlet for jhe ^apa recorder. In sona situation^ it aay ha conviilent to have 
two EAs In separata rooaa to <ondi»ct tuo sessions at the saa« tl»e-. Ton wlU 
knov the exact apace requlreaents in a school oaly after you receive the Ucy*t* 
Aksltnaant foe* Indlcatlnj the nusher of adalnlstratlona to be held in the - 
•chool. If at all possible, asscstaent roooa ahoitld be cpofortabla (wall lighted 
and adequately ventlUtedi and they should not contain «ps and/or other teachln* 
^naterlals. If any of the latter are pres'ent, they should be concealed. 

Because the niaber of|adalnlstratlons arsl(aed to a school cannot 
be dataiBlned until Control Sheets have 6eco received at m, you wlU ' 
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b« uaablt CO |lvc this Inforucioa Co che principals; hotfcv«r» ch«.tt*xlttgo 

nuBbtr assigned to »xty school vlU be 10* Each sclecUd scudenc will 

parciciptct ist only one ftdninlscreciVc seisioa lascins epproxlxuccl^f; ont 

hour. • ■ ' - ' • 

c* Afccr Amft«&«nc 

In general » there vlll be no school Involvesenc afcer eeteaa* 

acne -Is coopleced/ All school officisls should be essured chsc esscsssMnt 

iccstilcs yiU not be^enaiy^ed on en individuAi scudentT^^choolr oV discr^c 

basis end no nsacs of Individual sc^encs^ schools^ or dlscriccs vUl be >- 

released to the pnblic. Hazes of participating students vlU at no tlpe ^ 

l^fre the school prc^alsea. Each ess^ssaent packafS will be identified by 

an I.Dt nvsber onljt * 

^ After padcase adslnlacratioa }M been ^aplcted in a {Iven 

school^ yOQ or. your £A vlll five the principal or coordinator the jenvelope 

containing the SIP^ the fors.on vhich ha^bcen catered the count of ineliflblea » ^ 

and a copy of aU^Adnlnlstratioa Schedules. The vdhool vlll be requested to 

keep these fonu for a period of six aont^s so that data can be checked if 

this should be necessary. Frincipala should also be told that there Li a 

poesibillty that your supervisor luy coae to the school fusin| the slz-month 

period for a quality control check and vlll need these, foms for that purpose i 

A:fter alx oonths these foms era to i% destroyed. Tou vlU be supplied 

^th postal cards ^o leave for the principal ot coordinator <to cosjdete 

and nail after these foras have been destroyed* The prlnc^al or coordinator 

should be requested totter the projected date of desthiction on the school 

calendar as a reminder* ^ 

4* Deteralniog Dates bf Assessaent 

To those present at the ncetinSf propose the dates of assessaent _ 

that will best fit your ovn schedule* Reaeaber that if each PSU essitne^ ' 

f 



to jotx^ 70U will h«vt to tpend ont to two vceks between October 9 and ^ 

DeCeaber 14 for 13-7eer*0ld issetsmeat* between JuauAry 2 end Kerch 7 
* 

for 9-yeer<-old Mseeeventf end egeln betveen Kercb 3 end Ke; 9 for 17- 

yeer-old eeeenaent. Zt i« edvleeble to schedule eeeetsaent in the eese 

order In vhlcb Che aeetlngi ere conducted (e.g., the flreC ?SU vhere 

aeetln'ge Are held it tdieduled for eeeee««ent October S» etc.)* Bowever» 

sure Co dlscuee with the frincipel* prior school cooaltnents; vecacion 

weeks; bolide7s; other locel» district^ or stete testing; etc.* end errenge 

70ur schedule so thet 70U cen cp^lete the essessiwnC of; en ege class in the 

allotted tioe. The schedule ellctfs nine weeks for each age class assessaent 

When assessment vteks have been agreed upon^ heve the principsls 

enter the veek(s) ichedu/ed In the proper space ot the eppropriete Suosary 

oi School Tasks. Tou should have elreed; entered jour naae, eddrees, 

and telep)ione nuab.er in the proper speces. Also» infora JEJhlP^^l^ipels 

thaC you will confirar.the eaeact asieesaeat detei 7 to 10 days prior to * 

assessaent veeit , 

, 5. Cotapleting PSU Control Sheets 
** * ^ ^ ' 

Enter your naae and the scheduled date for estestment 
in«the spaces provide^ in the, upper left^snd come? of the Control 
taking care that the 4ate entered is thet scheduled fo^ the ege^ group 
ehovn on the Control Sheet* Since this is en updated list» jColu«nr^<l) r. 

(5) shotiA^ require no cKsngeif however » check the infonaatlon in these 

% ■ * ^ 

colians with that oa the Frlncipel's Questionnaires and reconcile any * 

V - " 

differences. This Inforaation aost Se the sane on both forns- 




* Zt is desirable thet school tetts» fire drills^ and»%)ther sluilar 
school activities 'ere not sche^^l^d during assessaent weekb 
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In Colttia (2), ipac* 1« provldtd for you to enter the iuum of the 
' .cbool coordlMtror, If' one bu been eppolited. if the prlnclpel i, to .ct a» 
coorainetor, enter ^-Prlaclpel". " iuai..of the^rlnclp.l end .chool coprdl- 
netor will eppetr on the P.dceje Aeilsnment fan for c.ch school. y 

Colwn (5) of the PSU Control Sheet show* the tdaimn nuaberV 
ell«lble etttdent. r^iulred for the .esple la e.ch^, chool end the m c>tlMt« ^ 
of the epproxuite nvsbtr of eligible ttudentt enrolled .t the tchool. It le 
eeeentUl thet you check wlth'e.ch prladp.l to <reter^e If there ere jtLjMt 
the alalaio ntgber of ttuJente for the tpeclfletf ege clue enrolled la the 
•choolj however, do not le«ve the lapree.loa tbet thl« 1« the niaber of «t«<]eats 
vho vlU be .elected. MiJce no cheasei la tbl. coluaa it the otober of .fudencs 
In the ete ele.. exceed, tbl. lower flpire; bwevec, if fewer* tbe^ the alnlAa 
maber of ttudent. of the .pedfied ese^lei^ ere enroiled* la the echoof, „k 
V the prlndpel for. the'Mit epproxlwtlon of the nutber enrouid end Correct the 
flpiree la Coluaa (6), The lerter nuaber, which le the e.tlMted nuaber of total 
el4gible. la the .chool jli gener«l re.o«rce lafor«*tlon provided to' enebU you" 
• to g« e better- feeling ior tBe tlze of the .choil^ho«1s.ny SW.Jto distribute, 
etc, Reaeabcr. thl. 1. luat en ettlMte . - I ^ • ' 

. In Colusa (7) ;r«i w.t .peclfy vhethet the SIJ will be coopleted for 

•'.11 ttudentt la the .pedfied eg. el^ or for.caly m .eaple of .tudeat. (,^- 
.^mpllag) by wrltlag "AUf or. "Seaple" by each echool ll.Kd.* ' ' 

laetructlone for coapUtlog the Pfi) Control Sheet ere aleo lletcd at 
the jf^in of the printout.* * • 

Mm. tj^^ 

^ 0 

* 5?^?? . ^obpltted for echool. In which .ub.Kspllag 1. nor eJlowed 

If e^.e^llng 1* uaei, follow Inatructloni In Section Dof ttle chaptejr. 
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Qbf inin< InforcAtlon on Schoolt wi th Social Settioni 
I>urins the Introductory ^eetliis It will be your respontlbljlty to 
quettion eac^prlnclp.l »bout tltuatlon* lAlch tuy^eveat^you fro« followint . 
youTaorwl 'f**ple »el«ctlon routine and your nonal titesment ichedule. 
£xas^lc» of luch sltuitlOM «re fpllt Mtionf, aodujar tetiloos ("open c*Bpo«" 
fchool «rr*ag«aentt), dlittlbatlve education programs, and alalUr tltuatloaa 
vhlch allow a fubataatial ausber of studtata to bt routlatly Inacceaalble durlog^ 
the^fchool day. A Special Seaflona Recording Form* la provided for rtcordlng 
thlf intormatloa when tuch a altuatloa.eiitata. Xhlf.fom thould be coopletad 
by you aad attached to the appropriate Prlnci4)alJa Queationnalre. ThXa infor- 
aatloa will be foVvarded to f aapllag for their utt In attlgaing packages to / 
fchoolf. the forti la printed oa NCR* paper «;o, provide you a copy for reference, 
wlvta you receive the ?acltage Aaalgnoent Forraa for a acbool with special ses^hns. 

lo recent years/ probleaa have arlseti- vltb-schooU^ing irreguUr 
schedules of atteadaace. Kany tlaes DsV have not ^tta aware of a special 
schedule at a school until they arrived for asseaa«aat. In sooe cases this 
resulted la' a loss of packagea aad/cr added wOrk for the pS- Obtalaing 
prior Inforaatloa concerning ^hese situations hopefully will elialnate the 
occurreace of auch problesa. ' - mi 

Xu^ing the latroductory fieeting yov wst aak each principal about tha 
school's ^lly schedule. Ask speclllcally whether there are two groups^oi 
students earolled In th«^ school who attend school on dlffereat schedules , 
(split sessions). An axat^le would be a high achool where the 10th. grade 
studeats attead fro« 8:00 a.a. to 1:00 p.o. aad 11th and 12th gradt students 
attend fro<a 1Q:00 a.a. to P-»- If «uch a scUdule exists in a achool, , 
-it is to be antered tn Pa^t A of the Special Seaslona Regarding Tom. 

i An axaapU~of this fora la shown on the next P*gt. ' 
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-mTicNu^AS$5ssHB(r cf hxjcatiow. progress 

$f ECXAL sessions UCOILDIMG rOtH - 



DMA Ik^-Ml^l^f* 




pHplrtd for .put .wllw «d «dul. n.t«a l>.Xo«- fuln th. «py oj this f^r* 
tbit th« ftcUf MitSM^m for wch split stssion «n4 vodult can b* ldwtMle4.^^ 

• ^ % 

Ptrt A: Split StstlOM 
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TIm: Session A begins ^ 
Session 1 begins st , 
Pert I t KoduUr Sessions, 



^ *tt4 ends st , 
and ends «t , 
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Totsi «llglblts Kodule A ■ AvslUble , 

Totsl ellgibles Mflnle » - ATrslUble^ 

Totel eltglblet Kodule C . ATslUbU , 



P>rt__C ! i)th«r 

rv**l.te for *a» echool vlth oo^ cl«««; l,e,,tf tudeats J«Trlmg between classes. 
$Si5e aS'LTui^nTn ortht^^ schedule, «,-b*r of ell*lSl«» and tl« and 
pU^a vhen eltglblet sre rr€iUhU .for aaseseneiit. 
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2371^4 Olstjr 



Ibutlon: Uhlte^opy tp »Tl: Tellov copy retained by 
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9 * of the Sp«ci4l Section Rtcording Fom it ta faclllta^rt later Mtesssent 

«. tctivltiea. Therefore t «ay Inf ortiAtlon vhich you can obtain froct Che principal 
,S abotit irr^S^Ur attendance altuationa at the icbool«vill be extreaelT helpful 

to KTI in preparing paclcage asaisnoent foraa and to you vhen'you return fot^ 

f m 

^ asacsment. ^ ' 

7. Exglaiolog Special Proccdurea for SchoolaNiftyolvecr in 
* 17-Tear*01d Aaaeaaaeot , * . * ■ : 

^ a. SelecCins Student Sasplea for 17-Tcar*01d Aaaeatacnt 

While actual aaspling procedw^ea for 17-year-old aaaeatatnt 

* vill be identical to thoae for other age claasea, aoac eaaplc aelcctioo vlll 

' ^ \fl^ ' occur during Januar7 or February vhc& vialt the FSU for 9*ye«r-old aa^eas- 

* **** ^i*' ' * ' 

^ be aa^led during the acheduled^veek pi Age Claaa 1 aaseaaacnc in* the'^SU. 

Sample aclection during Age Claaa 1 aaseianent ia optional in any Age Class 3 
achool aaaig^ed^one or tvo adsd^niatratlona. ' 
* Becauae you vill not know et the tljoe of the introductory 

aecting vhat the^e CUaa 3 package aaaignotenta vill be» InatrucC Age Claaa' 3 

* m m f ' « 

prlocipala to coisplete the SLFa during, the veek prior to Che veek*ached^ 
uled for Age Claaa 1 aaaeaaaenC in the aane j^^*' ^^^^ principala' 

* ' that you vill infora thA by conf iniat;^ion aexao or phone call vhexher or not 

— - _ i — ^ ^ , • — ' — ^ 

their echoola vill be aaxpled e^lyt if ao, the aemo vill arrive approxlaately 

n ■ ^ 4 ' • ' > 

tvo v^eka^ prior to the veek during vhich ydu plan go aelecC the .aasple. 
^ If an Age Claaa-3 achool ^th l%or2 a^gned adainiatrationa 

* vill not be aa^ led during Age Claaa 1 aseeaaae^» jou t^^at telephone ^he 
principal* of theae achoola prior to leading the PSU during ^e Claaa 1 r 

■ C 

^ • aaaeetmenC. Infon the principal that you vlU noc be selecting ^the aavple »^ 



It 



r. 



Be aure each principjil \mderatanda that although the atudent aaaple a^y 
be aelected during January or February » actual a^eaaoent vill not take 
place until Mareh or Aprils 



'0 



erIc , < : t ■ n 



84 



in the school at thir tiae tad that the SLF should coDtioue to be up*, 
dated-mtll th£^week you return to conduct Afe* CUst 3 sssessaent In the 

Seleptins Age Ciess 3 samples earlj vUi tfford'eech school 
esple leed t£ae*ln'notl£ying students, obtaining parental pemisaioo (if 
-ja^cessary) » and in the completion of all othe^ preparatory activitiea. 
It will be necessary .to ^date the list of, eligiblea Just before essestaMnt 
ia conducted in Karcti or April (deleting atudenta who hav» dropped out or 
transferred "and adding those vho have enrolled In the ^Interla). Studenta 
vho have enrolled In ithe interim vlll be given if chance of Incluiioa in 
the saaple (see Chapter' XIX) , «- ^ ^ > 

b. Konreapondijcnt folloimp 
^ Since the inception of KAEP, response rates aaong 17-year- 
old students have lieen nuch lower, than those for 9- and 13-year-oldSy The 
nature of high schools is ^robtbly the factor which contributes oost &eavily 
to thls^ problea. The. high sch^ls generally have hig}ier abseotea ratea, 
larger enroll&^ntSi nor« difficulty <Mtacting atudenta, a variety of vork- 
study pro^raaa, etc. An additional aajor ^batacle is the time of year In 
which Age Class 3 assessment la conducted; graduation practice, final exasa. 



etc. reduce the^nidii'er of available 17-year-olda. KAEP and RTI corisidar 
an 80 percent response rat4:^ aaong 17*y earmold a easent£al to insure cfeifitrility^ 
of the assessment data and to ninlttize bias aaaociated with nonresponse " ' 
problcw. Analysis of previous data has deteralned that *nonreapon4enta 
definitely read to have diff^X^ct characteriatica frott regular ^eapondenta. ^ 
?or example, they tend to a^js achool sort frequeatly, X*ceive poorer • ^ 
gradea, take feye^^ courae'a, and^^a more vocational-Aiccupational oriented 
g^ala^ than r^l^r reiponde^ta^'^^The pyblea oi nooreaponae ia very serious » 
To help correct this probXea, a Nonreapondent 7ollovup ia conduced in 
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f 4 



.chooi.. Vou .hould 'e^ha.!.. to .chool coo.dlo.toA the 
„£ . higJi r..pc»« t.f «d eacoot.ge th« to 
auctiv. ^^.o.U.U of nocifrl^ the .el.c». 
^ , . of (See P.se. 13 .»d » of thl. ch.pter.) 

Tou «U1 be thorOMSJily 'trained on « 
. to 17-y'i-oW M....«nt. Bo«ter. became yo^U, 
procedure, ptiot to 17 ye« i e.pentl*l 

.Leti.. vlt. ^e CU.. 3 .Coo. ofUcll. i. t.e 

; ■ . '.h-. the foUovlo. »M1C. of the.pto»r«. 
Jim convey to the* th. ^utr.tlon .-.ion. *t 

'U) There. «e op ^«ot«« for .d«lnUt»tl^ 

^- ■ tlC there will be no «l^P ^^"^ ' . 

■ tj,.. X^fT^-tly.there ^ ^ ^^^^^ . 

--^ Vhe (4d«rT:v-' ' ' • ' ^ > 

vlU beVnducted.^ \ - - . ' foilowlo* 

\ (2) fce^foU^^P -^"^r"' , / 

, uTer day foUo«.n. the c^letlon of the U.. «suU.lr 

(prefer^Wy) « * "ter o.y , . 

- .cheduled ^.tr^ticn 1. the .chool 



V * 



(3) So yore «h«5Cwo io"« r 

...4 on will be ionducted in « .chool. 
40 .t^eat. pet .e..l« will b . ^ , ,esul.r «.e..«ent vUl' 

V) S\^. vho f .11 to .PP.« *or res-U 

V «> . .«ple b«l. ^ "^"-^ " 

be • P"'^*'* ' ' , 

' „o «re th« 4*0 .tudent. P.t .ee.ioa. 

- ' . (5) i^ter the f oUo-up .ee.lonO . the .choo y 

.hort ,ue.tlo^- - " "° ■ 

atked to complete • .nort ^ 

■*.ppe.r for • follovup .e..lon. - , , ' . . \ 

* \ Sopj*l««»t.rr rt.« ^ae..«nt 

,pproxi«t.ly aOX of ^, ^^^^^ ^ ^^^^ 

..... . l^-chool «...«ent Y^^l ...1 

the CU.. 3 «.e..««t 1. ^^^i:^^ _ 
■ or c«plet.d .r.du.tlon r^,«lre«nt. t ^ ^ 



f. ,, , 



,8 



A 




- - ....... .„:r:rr . 
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btit reftjset {^rticipatlon In, Supplcatntary Frsse MSMsmcatt try to 
dettrmiac tht rwotiCs) for the rcftistl ^nd caU Donn Salth «C RXI ^ 
liaedUtely after tht meet ins. r * - 

d. Other Tm»k« 

^ Vhtn necestarf^ obtala from the superiatc&dcot or tht principals 
ttaats of posaiblt ^ candidate*; bt atirt they understand the EA qualil i^tloss 
(»et Chapter IX) • Also be sure to aake appolstscats vlth those principals 
to Vhoci 700 mat provide assistance 1a coftpletist SIFs» and to discoss, vbefl 
applicable^ other visits or phone calls to talk vlch the. coordinator, to 
obtaia data for tht Principalis Qutstiotmalre, or to^look at assessment 
sitts. Explain subsaspll^ is detail to the principals and coordinators ^ * 

vho plamto use it* Make appolntzBcnts to visit the principals and coordinators 

' / ■ 

vho do not attend the seetint, . ^ " 

C, _ J)isposltion of ?SU Control* Sheets and ?r lac i^ay*s_Que8tigon<lxe»^ 

laaediately follo«lnf the last acttlss in « ?SUp check tach PSU Control 
Sheet to assurt th^ your fntrits'in tht upper left comer are correct^ that 
any necessary corrections have been itadt in Colu&na (2) - (6}» and that there 
is an entry Is Colunn (?)• Bt surt to record the scheduled vtek(s) of assess- 
aent- ln-che-appropriatt-«psc«-ac-th#-top-lt^^sn^-oora«z^f-tach-ccntrol- 
abeet. Kail one topy to ^tl toscther vlth all apprq;prlatt Principal's 
Qutstionnairta (and isforvation on apeclal passions vbert appUcablt) 
. for every achool llsttd on tht Control Shtet* It is esitntial that 
RXI receive this inforastion aa soon aa poasible is order that package 
assigniMnt product!^ ^7 begin. 
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0. ^ ^r.^ for W ..Scucenct; Per, Only 

• , _<!« ^le Of <!-"'<>«e« «ub«««»llng> 
A*'l«llc«a on VIII.ll. If . .chool «n .upplr * "«ln8 fflJl 
.....lAible .la>den;.. I.^l.^lr^r fr.^e, krchd.... U uiU cot b> 

for ch* .chool « c«:pl.te th. Sl^ «r to .„b.«?le the U.c. ThU 
l^cln, .houW b. pU«d 10 "tb. OF .cor.,, envelope in pUc. of cK» St.d«.c ^ 
Ll4Clns Tora. 

• */ 
" 1. Vhftn CO Su bgtrplt ^ ^ ■ 

•■ , ».-«lUlble .c^d^S^. un.v.ll.ble. .chooU with 

Ur^e «rbU«n„ of .cudenc. wUl P^<^.bly f ic .<iv.nt*g.o«. noc co ' , 

CO lis. ^.rr cllSible .cud«c on ch. Sl^. « ch. .chool «n .upplr « U.c - 

file ir .o« other fora of U.O of .11 .cudeac. 
(co=puc€S. printout, card fUe^^ .oo« o ^ ^ 

■•_ ,..,...ln. .r... ..X, ..^birthd.t.. the .chool -111 h«. . ^ 

• choice* of: 

_ - _ -Cocpletlntthe^U for*ll«ll«lbl^tudent.,'or _ ^ 

ConpUtin* the SLF for . of the euilble .t^.nt.. 

I, ..e .«o:^ option 1. cho.en. • r.nd« .t«t nu^b.r «>d . count int.rv.1 
\ • .„ provided on the FSO Control Sheet in Co W. (8) end (9) respecti^elT- 

f ' school per.onaet or EA. .ho«4 be Instructed to exclude _ 

ineligible .tudenti (aut^f-r»,. blrthdate. or « .pedfled on the S«ery _ 
* . \f school fro, the entire U.t of .t«d«.t.. The count, of tho.e , 

vho «e'/,e.ellglble but excluded b.«u.e they ere n<«-Bnsll.h .pe-Vlng. 
^, „ functionally di..bl.d .h«ld be entered op the "Counc of In.U.lble.- . 
ulth the Su«.rT Of School T..V.. S^^plins free the Il.t .h«ld be d<«. only 
' .fter the l».U*ible itudent. h.ve b.«> excluded «d «>«.r.t«.. 

. . c^frS She« b%ll" L Colu« (7» ead "I'Mn Col«« (8) end 
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2. * An Exwlt ' , * 

SuppoX tbit lor « particular school, Colvna« (6), (7). (8), «od 

(9) app««r Jl3ollov»; ^ 
Studeat Ll<tiaK Fora Sf tm 

Hlnixata 

' ITisbcr of Co»9ltt«d For Staple QoIt 

- EUslble* For All , 5t*rt Count 

Rtoulrtd Or Swle . ' Kut^ytr Ipttrvl ^ 

•(6) t7) ^ (8) (W 

W (205) Staplt 3 A 

If the Sir 1* to be conpleted for a stsp'ie of studetkts froa « list, (or 

c«rd file) the lltt vould ht cospleted by r^ecordlttj the n«3a* of the 

3rd>ellsibl« ftodeat oa th« ll>t *nd rrery 4th eligible ttudcat thereof ttr; ^ 

that Ur^iMattt lljted on the SIT would l>e the 3rd, 7th, 11th, lSth,,etc., 

couatlar through. the entire lltt^ If t\^^U 1% y> be coapltted for On^y 

a Msplt of student* cr the principal has requested assistance la coapletlaf 

the fort, It win be your rasponslblllty to ^ve this assistance -or to ^ * 

uitruct an EA or school eaplbyec oo the cocpletlon of the SLF prior fo 

> II 

Mactsaent week. , 

Caution:' The Column (6) entry the PSU Control Sheat five* the 
c^ia^ maber of aUglbla students required in^the school to%hect the 

acre naaat will be listed on the SLT than the nuaber glvenj^^la Column (6). 
Tou should pot, tmder aar clrcuastancga, ^s top llstlpg paaa< on th| SIT until. 
you have gope through the entire, list . * , 

RtaMher that i« Cola«^ (7) entry la requfrkd for every school listed 
cm the PSU Control Sheets tf the ttJ Is to be ikm^UxMd for ^1 eUglble 
students la the school, enter "Ali" In Coluaa (7). 11 the SU ^ to^be com- 
pleted for only a sasple ol the students, enter "Saspla^ la Colv3a '(7?. ThU 
Information wlU be lacorporated In'the saapllng la^trj^tlons o4i tlje Package 
AsslgnaentVora (discussed la Chapter XII). • 




A noMcr or T>*t louCATOt couiiraoN tut itatu 

\ 

SMior or icaooL zAszs 

A««Mn»e, Tb« rtrpoMlbllltl*. of th« p«rm <Uiitxi4t«^ m^^I "coord inTccr^^f 
1. ltt«iT» *h*t c«l«u W of tU tttta Se«sLe Utclag Tor» 4ri c«l«e*4 for Uch 
i< ^ifia^ « «EwtoC, r>t*Td lM> cf born ^rla^ C4l«i4*r Ti^ »4A. 



^ ' ■ * ^" ^4 A Jix v^ATOoay Ay»0« 

Ib« ool^ atlidttu >om tolm 19U vbo aboqlijl boc b< lUfS on tli* Li.i.^,^ 
form ATt-thoM vHo <r« m-Ea(ll4b V*^^l« »«t4UT rturM or 

X. w- ^ 1 hool tieord 

m Stodge L 
two t^chx 



^ITM. to tn«i^. tbtc InforiAClOQ 04 eb« Sto^e LKtlii, Tom U oe-tg^c«. * 
tl» lljc tbooli b« prt^«I «pproxlM«eU7 two t^chrw vt«k« Wore th« dACi 
1B^1C4C«4 icpe «c XU icImwI bocU th« WtmU JUiMMac t^Utxlcc 

\ ^ 

WTIs If U« Acbool cAa pw14a a cnpvccr Uac of ACwUau bora dorli« D(6 
•bovlAc trAd«, And blrtbdAtA, Ic vlU noi^ mcaaaatt co*cokIau 
tU $t«4Anc LlAclax Foc». Ic vUl b« aacaa^, bovotr, to updlct tb« 
x«jjBCtf_llAC aa4 to W««lfy ACwltaCA wbo fAll lato cbt Urt« CACttortit 

^^millbUt-tMClflAd AbOrW* y • 

- ■ • ^ / ' 

2/ tACOrd OQ thA ACUCbAd T>A|« tb« IMOb«r of itodAaCf VbO VATA iwi^l dttrtai CAlAOdAr 
TAAT 1566 but vlkOiATA DOC AUflblA pO T>ArCif IpAC A\la VacIoOAI AAtAASMC bACAUA 
tbAjr ATi D00*C0«llAfa ApAAU«t, A<hKAblA BA&tAlIj TftMXd%d^ Ot fl»CClOOAllT 

dUAfclAd- TImba cooau aW4 bA to thA DlAtJlcc SvMrvUor aIooi wlcb 

thA SmdAsc tlAClac Torm. \ 

• ^ ^ \ 

4. ' KoClfy AU CAA^MsX pArtOaOAl of thA AAAAAAMC. VAAk JLd thA ?0«ilblUtT thAC 

*^H?f ' itwlttt. via bA larolTA d, DAACTip CiTf BACArlAli fOT CbUpgWiA 

---^ A^A^^A^tUblo-fro a tbA t UuU r ^iS HfrXMTU^Siim^s " 

*' j;<rTk ^eb thA DlAtrlCC S^tfATYl^ la ATTAASlAt tlM «PaL rA^mlTAd fOT AAAAAAMt. 
CASAfAU^, VA VlU MAd AtCAAA tO A TOO* COOtAlJ9la| 25 difkA OT lUCiOOA, OO^ 

fottAbly A^ACAd» A dAtk for our AdAlalAtiAtor, Aad Aa aIac^IcaI oticlic for 
up« rAcordAf, 

^* lOAllrA ^lai AAtA«tM| thAC t&A ICOdAaCA A4lA£CAd fOt Mtf IcipiClOQ ArA 

' AC thAU iCbAdttlAd AAAAAAmAOC AAtiloOA. TbA DlAtTlCC Sl^irrlAOrMU drAV tbA^ 
iA^A of ACudAOU Aad ATTAftll A ICbAdolA foT AiAAtASAOC Wltb CHA OOOTdlfiACOT .( 

0«r Bltcrlct SopArrlAOX wlU bA\»c your «tbool*co UIacc cbi itodAact tlwc vlU 
bA pAXCldpAClAi la KaclooAl JUmmi^t, Aad to coodocc tbA AAtAABaAat(i) durlfti 
tbA vAAi of \ ^ 

« ^ ""T*^ H>M« Wfk*, plMti Ultpbou D^d c. 

Salcb, Xcdotul ri«Id OlrtcccT, tall fr«« «c l-«00-334-8}n. 



CDUKI OF imiCIBLS ST9DEKXS BORK DUKIHC 1966 



isellslble ttudcnt It defined is one vho Is Don*Engllfh tpcaUng» cducablt 
mentally ric^rdedt or ftmctlonally dl««bled. Ple4se Isdlcate belov the nua- 
bcr of tt^denc« enrolled is your school vho vers born during calendsr yesr 1966 
but vbo ftte not ellglt^e'co pirclclpste Is Kstlnul Astessoent. 



KiC)p*Engllth Sp^tVlng 
tibc$^^ Keaully ReUrdfd 
Funccjipaillj Disabled 



Pleue retain this counc and give It to the Ketloiul Asiasssent District 
Supervisor aloog vlch che Scudent Llst^^fora. 
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old ASSESSMENT. . ' 



^^^^ ^do^ Student Listing fon^ , 

93. 
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IX. REOIUITING EXERCISE ADMIKISTRATORS 

It is your rttpoa«iblllty to recruit Exercise Adalalfltrttojs oetded. 
Tour Qted for Mtlsttace in Tear 21 la dependent upon a ausber of factbrt tlut 
'will be discussed in this ehspterp Prior to recruiting sny £As you should 
review this cbspter cstefully snd fsalllsrlze yourself with esch^PSD st 
escb ss^ clsss. It is very isportsnt thst you hsve sound Justification 
for your pUn'of uslns ^* in 11. <• 

Cencrslly* you should plsn on using tvo EAs to ssslst you In s ?SU« 
Depending on s nuxaber of fsctors the nuaber of EAs &sy vsry frod PSU to 
?S0. Seme of the fsctors you should coosl^et vEen tMiT£ing"3e~crslohs on 



EA ussge sre: 



1* Ih« nuaber of schools in » PSU. 

2* Tht dlscsnce betveea schools, ; 

/ ' 
, p 3. Any known scheduling probleas; e.g. ,.vscstlOtt periods » 

Icregulsr school schedules j ^ nuaber of opeil csapus 

r (aodulsr session) schools^ etc^ ^ ' * 7 ^ ^ 

4* Vestber conditions during certsln tlses of the yesr. ^ 

-Qbrlooslyv^^*" ^*gt^r s w ill htve s b e s r l ng: o n-the-tyfie-Qf-sc]whil^-snd-w»rk 

■' \ - 

ssslgmacnt you csn plsn* * \ 

During Age Clsss 2, escb DS should sversge eight sdalnlstrstl(»is per week. 
During Age Clsss l/ the cxpe'ctltlon Is thst esch DS sversge t(^^%^ «dainl* 
strstlons per weelci snd escb DS should sversge seven 'sdnli^lstrstlpnt yer^ 
week during Age Clsis 3« There 'asy be sltustlons tbst -will prevent s.DS 
froa sccoBpllshing such sversges. If such siltustlons srlse/ contsct your 
RS Snd Infcra bin the circuastsnces. The sbovi txpectstlons sre designed 
to sstlsfy budget rcqulresents. 



1 



\ 



/ 
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* . . - » ■ 

„■„ ^^^^^ „ ... ^ „ .u _ 

. , A. you t..r.« 55_5jijaitf£2^H!Jl 

■•■ „..,.i.Lti!t«a-!-!i 'V 

' ' . .;ffia££ln«tlve.ctlonprogr««ltJ.-e.«b- 

. RTl'«»d Pa-et£ot« h»ve^ ^ - job cla..l£if*tl«« 

ll»hed ,jo.lS( CO .ccl .-e, or niflo^i' 

,,,, color, relUlon, sex, »»=, 

' ; th« you actlv.ly recruit £r<« »11 group.- 

^ • . .ble to .tolnUter the picvcjc* correctly * 

• \^i.ioc,.Vbleto ^ .^^r.«temr»op.r»ce.t»pc 

*^ • setting. C» EA^ e«.ough ^^^^^ , 

. . be .ble .to write, leslbl^, .^^ be able to r ^ ^ ^ 

il.tlcctly.) «axe certain e,cn ^ , ' ^.tlon. h«.411««- 

' ' .-iblUtles o£ th. job -.n* b«.ro re».rv»tlo , 
' . lul. be avau^le Cor t.. ' / 

, period in l>,ePSO,b*t^ be reeded ^ , ^ 




« • - i 



9d" 



lX-3. 



b\ sure Co make this point clear. It It preferable of course Co select 
EAs who will be able to w6rk throughout Che year. ^ 
In nany case* school <Tf f Iclals c^n jirovlde oaoes of £A candidate^ 

* ^ 

froa tubstltuCe Cefcher rosters* Also»^upOD request^ RTI oay b« able to 

* ■ ^ 

supply you vith tome* iMts of EAs who have worked In prior yeara and possibly 

the naaes of RTI Interviewers vho have vqrked In Che area. Substitute 

>^ 

teachers* on the whole* have been the best source for finding capable 

^9 during past assessxaez^jt years. Kovevcr, you should always bear In alnd 

* that you are not c&adltted to recruit* anyone vho has been recomaeiLded by 
a Superintendent or principal. Tou shoul'd be explicit Chat you are Interested 
m considering applicants froa several sources and therefore nay not be able 
xo recruit the partJicular ones they have recomended. % 
If &ch6bl officials' are unable to dffer the nas^s of ^capable substitute 
teachers or if substltujte teacher candidates recoeaended by them are not 

Acceptable to you» the officials nay, be able to give you leads on individuals 
with EA qu4liflcat£ons vho ^re «ot on the substituCe teacher rolls. Do not 
be discouraged ^f school contact! are .unabl* to provide candidates vho arc 
vH*ling and able to serve aa £As, for there are noaerous other sources from 
vhlch EA caj)dldates can be drawn. The local office of the Scate*s es^loy- 
nent service and local institutions of highet education (particularly the 
suff of Cheir education departsi^nt} pay be jbl'e to supply you vith leads 
on candidates^ Persons vho have done nar(!lt i;esearch and social science 
Antervieving aay be good ^EA. candidates. Also, individulls vho have rcgiscered 
with temporary teployaent agencies (e.g., Kanpover, KeXly Services,' etc*) ^ 
'nay be availabla* Since ttany interVlevers re|^st«r with the^local Chaabet 
t)f Conaerce, ^hat agency or local church offices -^d various coaounity 
action agencies may be able Co puC you in touch vich persons vi^h inter- • 
viewing experience vho could serve veil as EAs. i 



Enter the n«Be, «ddress, .telephone number of *e«h person felected 
oh the record of EA Nmber. (»ee Ch.pter XIV) end give the indlvldu.1 ,.n 
EA M*nu«l and « copy of the Netlonal Assessoent Brochure. Be sur^ to 
record' the EA'. niaber on the cover pege of each «nual you dl»ttlbut e , 



tni enter your na«. addreis. and telep.hone number in the Adalnlstratlvir 
Chart in Ch.pter I. Also, discu.. vlth the EA^e NAEy-progrwi's' objectives 
and background and clearly delineate the EA's general responalbiritle* at ^ 
the tlw you select the EA. We each EA you select cwplet'e a U-4 Internal 
Revenue Service torts uidmall the forra to RTI. 4 * 

A part of each-^ training session vllj/be a review of the Exercise 
Adainistrstor Manual. Authorize each EA to spend up to,one*houn -studying 
the aanual, preferably in the veek prior to 'essessaent. All otHier training 
in package adainistration vili( be carried out during aiteitaent veek. At 
soon as the d.tes of assessaent veeV<s) are established, advise your EA of 
the ex«ct date. tlae. and place to seet you. Reconfira this appointsent by 
telephone during th* veek prior to your *rrlv«l in tht PSU, ^ 

If *n EA l»-to «ssl«t in cbcpletlng SLFs for «ay school in the PSU,^ 
the EA oust be trained for thia task before you leave the PSU. although in ^ 
wny eases the SLF will not be ct^leted for weeks, or even aontha. After 
selecting an EA.wJi'o is to assist in tM» task, make en apiloAtaent at 
one of the schools wheri this needs to ;be vJone and ti;f in the EA on proper 
cotf-pletion of the SLF. One-half hour of training Vhould be adiquate, Itif6ra 
the EA that the coapensstion tor this work will be at the sa»e rate m for 
pscVase adainistration and provide an E\'s^ Daily Production. Tine and Expense 
* Record, vhlch should be completed *nd called to you <s soon as the vork 
ii^ completed* 



X: tONDUCTlNC ASSE^KI 



A, OvtLrvtev of MAjor Tasks 

During ajtettttent at each age class In each^SU you wlU have the follovlng 
ttijor tasks^* • ' * " 

Check each hardshell received froa KRC for package count and l.D. 

V 

Kuaber range. 

Revlcv the Package Asslgnnent Foraa for the PSU and<or»iIate » plan 
\ for scheduling assessaant activities In each school: once you have 
established a schedule, do not change It unless absolt;pely neceSsaVy; 
if a change Is required, notify thi school (s> and your Regional Super- 
I *'»vlsor jggagdlately . 

For all age Classes, coeplete a Confirmation He»orandua** and call 
to principal or coordinator two weeks^prlor to assessnent or early * 
saaple aeltctlon. Enter on the the age group to be assessed i 
the actual date(s> or w^ek you plan to conduct assesscent ^In the 
achool (If known) and the number of sessions assigned to the echool, 
* Enclose t Principalis Reading/Literature Questionnaire, as applicable. 
For Age Class 3 schoola in which the saaple Is selected ^arly, cottpltte 
a Cdnfimatlon of 17*Tear-01d Assessment Meaorandua** «nd aai; It t6 
the principal or coordinator two weeks prior to actual jsaessaent. 
Enter all pertinent Inforaa^lon and enplose.an Age Class 3 Prlnclpal'a 
Reading/Literature Questionnaire, ^ 

Conflra your arrlval-^t the first tw^ schools to be. visited In a 
PSU by phone a few daya prior to assesSaent week. Other *schools aay 
- • be called after vou arrlva In the PSU, ' * 

"5 Each of these tasks is discussed In the^cctlods tha\ follow. 
• A copy of thls'^foni 1» shown tt the end of this chapter, 

• u 



: 

Pack oacevi&ls needed for PSU. 

Conca« EAf to ^Jifono chea when and where co Sieec you the 
flTSC jiay of asses&^nc. 

Collect and check (or «ccounc for) a Fjlnplpal'a Reading/ ^ 
Llc^raturc Quesclonnaire ii^ all schpoli involved in asscss- 
nenCv < ^ 

V 

Cooplece che las^le sclecdon of ftcudencs for package ad&l&i- 

f srraclons in all. schpols selected in che PSU. 

Assign che package* co* scudenca , arrange achedole for adDinifftVac Ions 

in che a^chool, and cooplece che Adalnltcracion Schedules. 

train che EAs in package ^dalnlscracion and diicribucc che necessary 
* ■ 

equlpaenc and supplies co chea« » v ^ ' 

Supervise and coordinace che tocal assessaenc process. 
During Age Class 3^ collecc Su()plesencary Fraae liscing forss 
where applicable. 

Kiincain che "Discricc Supervisor's Weekly Scacus Reporc" on 
s 4*ily basis* Reporc in che "Coooencs" seccion che daces you 
tsAke celephone calls co reconfirm as^stssoenc; during Age Class 
1 reporc caU* laade *Co escablish che day you will be ac Age 
CiASS 3 schools CO draw che slaple or co Infora principal you ' ^ 
will noc be^cherc* Tdencify S^ha^ls by PSU and school nuaber* 
Check in all tucerials chac were discribuced to che EAs before 
Approving che £A's Produccion« Tise« ^nd^Expensc Rccorcfs. 
Reviei> e«ch psckage adtifniscered co ascercain chac all coding is 
accuracc 4nd chac >che Background Quescions arc coopl^ccd correcdy. 
Coli;ms 3-6 on che cover page of che packages 9usc be checked 
againsc che Adainiscracion Schedules. 

Coaplecc School Work»he«cs. " ✓ . • 
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Ship packages to KRC and tull appropriate reports to RTI. 

Call your RegloQAl Supervisor Imftdlately if you anticipate 
* ft 

- being unable to flnlsh'Vhe assesstsenc In a PSU as scheduled. 

li^" Equipment tnd Supplies ^ , 

1* Egulpsent_ * 

RTI vill be responsible for providing District Supervisors vlth 
the cassetce tape recorders r^quifred for Year 11 assessoenc. Tf you do not 
receive this equipment by Septcsber 14» call Dick Russ at RTI. 

2. Erpepdable Supplies 

The e;cpendable Supplies needed for each age class will be, shipped 
« 

by RTI to arrive prior to the ti&e they are needed. These Iccas are discussed 

'In the sections chac follow. 

Reae^er chat Ic Is your responslbjjlty to oalntaln an adequace 

Invencory of supplies. Forms and procedures for ordering addlclonal supplies 

are discussed lacer In this chapter. Iceas such ss scocch tape» paper dips, 

ecc. can be purchased in the field if you need an additional supply and 

reported ss a miscellaneous expense on your expense reporc* 
J ■ » 

3. Supplies Distributed at the Trainlnft Session ^ 

Ac the Training Session you will be given che Uses of Schools 
Selected for each of your PSts. Tor each school dlstrlcc, you vl}l receive 
Uses Identifying selected schools sad the sge.class(es) for which each school 
was selected. For each PSU you will receive fon^ specifying che^ suggested 
meeting dsce and cine Incorporated In a lett^er sent« to each superlncen<lent 
Ap Supplies Shipped froa KRC 

The District 'Supervisor will receive fro« KRC the Principal's 
Reading/Literature Quesclonnilr^s» th« packages required for th^ age class 
to be assessed and return hardshell cover sheecs. • ^ ' 
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Y.« 11 p«k*ge. coiitalo c<«put«r prln«d P«ck«&e fiunber._«nd pre- _ 
printed .four-dlglt .tud«tJ.D. number.;. Student I.D. numbers vlU^e ...Ign.d 

..ch DUtrlct Supervisor «d vlU .hipped to ^he District Superv'l.or 
b«ed on thl, n«b.r «*l8««er.t. H.rd*hells will Contain . pr.det.mlned quan- 
tity ef e.ch peclcge with the s.« r^e of I.D. n^er. printed on e.ch set of 
VecMge nuAer.. th«.. f'oT e«h cla..."the number of herd.hell. you vUl 
receive. will depend or. "the nuaWr of t-clc-ge. for the ege cl.«.* Picl^gel 
for Year 11 «re follow*: ^ • * • 

Arc C1m» 1 hsttssntnz 9-Year-Olde 

Group PacJcage Nu:5bers l-U (Reading and Literature) 

Age Cla»» 2 Asaessaent — 13-1.ear-01d» 
^ Group Package Nnsber. l-fS tReadlng,*ni Literature**) ^ - 

Age Claa* 3 Aase»«»ent 17-Year-0W^< 

Qxo^i^ hc^tt'^^^txt 
'P.e first hardabell for each pacVage nx^er vUl Iritlude ^ Shipping Mei^*- 
with the folloulnf Inf oration: 

(1) DS^a naoe 

(2) Age Claa* 

(3) Pacluge nuabar 

(4) " Range of X-D* nuabtra 

(5) Nutter of hardthella per package nuaber 
f (6) Data ahlppad 

(7) KRC checker'* initial , S 



T- Additional hardshell* vlU be provided If needed. 

. **' package No- 12 *I»o contain* *even Art exerclaea. 

t * 
««. An «cwpl« of thU fors 1. shown « the end of thl* ch.pter. 



During SepM^er, Jou will recjelvc one ihlpmeot o€ h*rd«helli 
conttloms 'the 13-ye*r-old ess<»»ent package.. The^htrdshells coottltilng 
the 9' *nd 'l7-ye*r-old packages will not be shipped until nearer the starting*^ 
date for those phases. Open each hardshell the day it arrives ani check 
the package count. If your, count does not agree vlth the nuaber Indicated 
«4 the Shipping Memo, C4II D« J>u.e or Su« Worthen «t MRC (319) 356-3239.. 

On the hardshell vlll be a reversible calling label Inserted In * 
frame. Reverse the label before shipping the hardsfiell back to MRC. Other 
Instructions for the return of the packages and Principal's Reading/Literature 
Questionnaires are given In Section K of this chapter. 

The nimber of packages eich District Supervisor vlll receive vlll* 
•depend on the eatlnated.nuaber of students to be assest<d vlthln the District 
Supervisor's territory. Student I.D. nuabers *re not preasslgned to a PSU. 
Packages should be used as nearly as possible In consecutive student I.D. 
nusber order as' you conduct aJsessnent for each age dass,^ It vlll be your 
responsibility to pack hardshell's *s needed for each PSU. Instructions 
for packing hardshelU are given In Section C of this chapter, ^ 

» ^ You vlll be held accountable for alj I,D, nuabers asslgnedjo^u. 
As you return used packages to MRC, receipt eontrol will account for the 
I/d. nit^ers received. At the end of iach age clasa. you will return all . 
unused packages to MRC where a final accounting will be oade. It Is ^ 
toeratlve that all packages assigned to you be i;^tumed to KRC. 

Preprinted I.D. Huabers require that the Administration .Schedule 
and each package" adnlnlscered contain the PSU and school*nua^«rs. The PSU 
nu^er I. two dlgl«, the ichool n«b«r 1» three dlglti. pi» coablned flVe- 
dlglt PSU/ichool nuaber vlll be 'coded on e«c)i pecluge tdnlnlitered «nd ^11 
be checked for «ccurtcy by. MRC r«c«Vpt control igelnit tUe P«cktge Ai.l^Kieot 



Su=«ry\ the School Worksheet, .nd the^<tolnl5tratloa Schedule te*r. 
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• • * jp 

The y.llo- te4r:o££. £ro» the AdalnUtratlon Schedule* .1.0 

2u«.b. .ent to'^RC because they will be on. of the b«li ^Uty control 
document*. E.ch%e.r-o££ """^^ ln£or».t'lon required .t th. top 
plu. the student I.D. nu^er>d Infor^tlon in colG^as 3-6 for e.ch .tud.nt ' 
.p.rtlclp.tln8; mc receipt, control «lll check tht u.ed p.cV^se. returned 
,S.l«.t the yeil<« te.r-of£, to verify I.D. n^er.. If there «y ' 
dlscr.p«cle.. C.11. «111 be «de to the District S.pervl.or.. . ' • 
5. Supe^lM Shf pp'd frcn RTI 
' The follovli* .applies -hlcb «e" to be used In cond^tl^ th. 
„,e..oe»t of the three .je clssses wlU be shipped from RTI.* 
''. Student Listing Fbrt« (color coded for .ge cl.sses) 
School Worksheets 
Croup Adalnlstr.tloA' Schedules 
Appointment Cards (If requested) 

■ % 

EA M«nutl»^ t t 

\. ■ , 

EA A<is^nt«tr«ttve Instructions , . i 

NAEP Report fo'r School OfflcUls 
I>S Ittncrsry Reports 
DS WeeUy Stttur Reports 
■/ OS''£xpen«e Report 

DS Supply Order Form* ' 
. ' Record of EA Nuj^ets 

EA^. Dstly^Prod^tten, TuU, tnd Exp.n.e Rtcords (sni/fnvoice) 

U-4 Forms 

* This list IS n ot "c^plete. Other ."PP"«.H|i ^«^"« ''V 

•sch shlpaent will include . U.t of content.. 



f 
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Mat^risls for H^^tlngs vlth School Officials 

PSU Control Sheets (prior to Introductory Meetings) 



Sunaary of School T^sks '(for each sge cUss) 

Conf Ircsitlon K£ao8* 

Hsndouts for teachers, sj^u^ents, etc. 
#10 Btiff Envelopes " * 

4 

KAEP/RTI Operations Stationery 
Exercise Observation Sheets 
j ' Packagt Aa^lgnaent Forms (as needed for each age class) 

^ Dcaonst^atlon Packages • , , 

Pencils (soft-lead) 

Vinyl Tape . ^ 

• ■ , X*^ i 

SLP StoMge Envelopes (and postal cards to^bjt left at school) 

{ * <^ DS Bualness^ Cards, 

Envelopes Addressed to RTI ' ^ ^ 

The specific u»e and disposition of (hese supplies are described 

in various sections of this aanusl. ^ 

« Tou vill be supplied vlth four copies of each group package* 

stlaulua tape. Stlaulua cassette tapes ar« Ihdlvldually boxe^, and each 

sida 9f tRe cassette has a label printed In blue Ink (Age Clas^ 1), gr^en 

ink (Age CUss 2) ^ or black Ink (Agt Class 3) vhlcb Identifies the age 

^cUss and package nuaber of the tape. The extra copies can serve as spares 

in case tapes bre^ or are otherwise Inoperable « Check each of Tour tapes 

the <Uy you receive thea. If toy of your tapes are not in Lpd condition 

when you eheck thea« or if you have not received tapes for ^^^t class 



S«c Section B.4 of thi« ch«pt^r for fpccifie pscVage nuaber*. 
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6. ' -nrrl'T."' '"^-"'^ 

.,u.^. - »«'"■ ^ ' • 

o..„ .o™. ... «.« " " 

pink copy for your record*. , « _ * • , , 

Co«pl.ie'the £om It. the following «nn.r: 
" 1 . Enter your n«« .nd the date .t the top of the £or«. ' . 
■ 2 Enter the ,u«tlty of e.ch .p.clf Ic Ite. whUh you "need on the _ 
_U»f opposite th.t lte«. Vhen ordirlng SLF. ^Je-.ur. to circle 

the «pproprl«te age cla«s.. 

' ' uh<eh do no^ ippear oa this ' - 

• 3. If *ou need equipment or supplies which do PP 

J A ..nfl.r "Other" and Indicate the 
for*, specify the Iten needed under Other » 

quantity- ^ 
- ■ , ■c<«plete th; section headed to:-. Enter on the. Un^ ^ 

' . yoJr h<«e' address If you wl.h'your order to .ent to ,our 

^ooe; If you «l.h the suppUe. to .e sent to you at a hotel or 
, : «„1 'or .one ;ther addr.,.. ^.e sure to enter that complete , 

3 ChecK how you wl/h the shipment to .e sent. Please order addl- 
tlonal .uppUe. far enough In advance that they can be .hipped 
either by regular. »all or bu. depending u^on -elsht. Do not 
„,ue,t special delivery .ervlc. or air freight unless you have 

a »pcclal iltuatlon, 

, ,^ at the end of thl» chapter. 

J copy of. thli form 1* dhoim at tne en 



■ 



Supply Ofder Fpraw may be Included In your regular weekly atlllftg 

to RTl or m*y be ^nailed Ivepiirttely. Should you have An eoergexicy arl«e - 

I * * 

telatlng to equipment tpd*Bupplies» telephone your Regional Supervisor • * 

IxKsediately* — 

7* Responsibility for Eguiptient and Supplies * 

f AlLpistrict Supervisors will be held responsible for «ll equipoent 

and supplies sigited out to them. Reaesiber that all National AssetsQent 
« 

aateri^ls, particularly packages and tapes, should be stored securely and 
kept confidant^aX, • £o not leave packages, tapes, or tape recorders in a 
school ovemigfit for any reason'. V 1^ 

\ ■ 
^ Packing Hatdsh^lls Tor Assessnent 

When preparing to' leave for a PSU, the Disttict Supervisor is responsible 

for packing the hardshells for the PSV to be ^worked. Since the hardshe}.ls 

shipped to you froa MRC are packed by package number and not by PSU, you 

* 

aust use emptor hardshells (those chat originally contained the shipaent ^ 
/roa MRC and/or extra copty hardshells) to pack a sufficient supply ^f pack^ * 
ages for the schools to be worked.' 

During Age Clasaei 1 and 2, y^u can detenaine how t^ny of a package to 
take for a school by ualng the aaxlaua group size given in Part 4,A of the* 

; ' • , 

Package Assignaent Fora. -This proceduri will insure that you will ha>ML 
package for every* student « At Age Class 3, you aay have drawn the sample 
before the week of assestaent'. In such a case* you will know the group 
sizes when you begin to pack your hardshells for that PSU* However, since 
updating the sample nay slightly inflate the group size, you stlbuid pa^k * 
a few extra packages as a precaution. In those Age Class 3 schools where 
you have not draVn th^aaple early, use the aaxlaua' group size in Part 4-A 
of the Package Assignaent Fora to detcraine th« number of packages to^pack* 
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When pAcklng thtf hardshells for a PSUi you should pack b)^ school nuaber. 
Select from your supply of packages those ^roup ptclcages'thit htve been 
assigned to a's6hooI/ If the Package Asslsn&ent Fora Indicates that th« 
maxloua group Sl2e at a school la 25. select those packager' vlth the 25 
lowest I-O- sKf^erS for €ach grou^ package assigned to the | school and pack 
thta a^ong with the School Worksheet and Principal's Reading/Literature 
Questionnaire for that school. Follow this procedure for/ eve xy school Id 
the PSU* In xaost FSUs the satte group package Is assigned two or thre* / 
' tl&cs. It does DOt &atter whlcfx school receives the packages with the 
loi'eSC I.D* Duabtrs; however* yQu Should *oake an attaopt to assign packages 
to a ^school In consecutive I-D. number order^ 

When the work Is coxapleted for a PSU. th^^^ucused packages should b*e 
returned to your original supply* These unused packages will represent the 
lowest I-D. Duabers Id ^the Supply and will be used In the next PSU. 

Principal's Reading/Literature Questionnaire • * 
i A PrlDclpal's Keadlng/Llteracurt QueStloDnaire vmtt be coispleted for^ 
every school In which one or acre packages are administered^ This 

* 

- questloDoalre is to be seDt with the Conf Ixa^tloD Keoo (be s^re Vou havt 

entered and grldded the PSU and sch<V>l numbers on the back page) and 

collected and checked by you vl)en you arr^e at the school f or'^ssesssent . 

The CoDflrcatlon Mtao will request the. prluclpal to complete the ^ 

I 

questionnaire and hold It for^your arrival These questionnaires will 
be Bsalled to you froa MRC and project aeioOranda concerning the 

7 - 

questionnaires will be nailed from RTI. The Principal's Beading/Literature ^ 

Questionnaire for Age'Cl4sses 1 and 2 is Identical. If a school is involved 

in the assessment of 'bot^.age ^cla it will not be necessary to ask 

' i ' " * - * 

C^e school to^co^plete two questionnaires* H^ever^ you taust^' account .for 

■ * * * " * \ 



7 n f > 
J- J J 



* 

) 



^ ' *; * *' .* '"""onwlrt for tytry .ctjool «t both i8» cUs.M, Con.tquently, 

■ • - _ ««>*Pl««<' * Jl«"tlonn«l« durl^ng Age Cli«f 2 IMC,,- . 

' ^ ^ «nt «d 1, 11,^0 involved m Ag« Cl.„ 1 «,«,«nt, do not .end Mother 

• . ' * prlnclpel', que.tlomjel" with" the Coof lt;.tloa M&o. -Enter i>nd »rid 

• > ' ' °" « lueftlonatire'for Age Cl.„ I the nwbep ud Age CUf|^ ,choo; " 

- " * , ' " '""^r together^wlth the Age Ciu, J^^l „«sber for which «'que,tlon- . 

* * ^ . • ' n«i«,''*»^<»Pl«"d; no o.ther i^itrles «re nertf,»ry. All ,fchool. "lavolved 

«e tVc«p.lete»a^ge QlMi 3.?rinclpil', 

' , ' . ■ ' ■ ' • ' ^*^^«'''*'"""« '>«""0'^l«^.ir'>« <lJ^itionnilre»' «e to-be ^r^^^ 

- . » HRCwlth 6lv» pecUge, for e«ch.«hool. . . " " ' * 
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- . ' It aiy nort U poirlblt to conduct /feiilDn wb*n^;i^i^'orliln*ny 

• ; ('^r . ■chfduled; th« •choor.claiM^for the diy or tchcdulei ii' tvent 

c;- " ^ " *ii««io^nt Adolnlitritlon iapoiilbl*. ,vin luth * cast It if' 

• ' - » 

^ ' your^reipoMlbU^tr to reichcdult the jciilo;/. 

* * * • / 

, IttPOrtmce of Obf m ing Hlfch Student ReiponA^ Rat^n 

> . ' -'^ 

P^^^t 11» w« Are lnter5«t*d In obt*lriln| the'hlgheit poiilblt 

' . ' . . . "(wUnt refpon»#^te,. A, « Dl.trlct Sup^i»i,or, you will h«v* 4 

0' lofluence \a thli «r«a. Dl,cu,, thli lubjcct with 

• * Jrour £A» kl,p, Infomlng thea thet if 25 (tudent* «r« ,ele^ted for «n 

o,"£,«o«l If to 4,,«„ .11 25. The ,tudeat, who «i abulia 

. ; ' . , ' on the d*y of e«,i,,ment «re the oaly ftudtntf who ,hould be plteilng fro» 

the group, XU "felicted'' etudent, who «re 1^ ettendence on eeief^nt 

«• «"«»ely,liip<jrt«t to our ftaple'. "there l» concluelve 'evidence 

. , ' ^ . \^ P*°y /"•.*Ucud» <tudetftf who do not eppeer for teetlng *T* in school 



ch«t d«y but do nttc l^ht vord.** School coordinAton ihould be , 

■trontly tncouriged co eaploy the aoic effective eeint of notifying * 
students <o appeer it the testing sice. See Chapter VIII» Section B«3 ^ 
for recooDended procedure^ for conteccing students. 

WH schools will report having fev elijgible students snd, there-' 
toiti Willie sssiined s portion oi s group'sdainistrstion. In these 
schools you should scccspc to *sdainister all packages assigned. If 
fever students than the nu&bcr assigned appear i you should adalnister 
^ckages co cKe S^tudents* who are preSMf; It Is not neccss^y to schedule 
a ukeup or follovup session. , . 

C. Age Classes l^and 2 Quoruas 

The quorum'for each group ^izi Is specified on che^Package Assljgitnent 

For* for Age Classes I and 2 (sec Chapter Xll^.. It is very laaportaat chat 
« 

the adxiinlflktrator fpllov established procedyirts to -Insure ^chat che <tyof^i0 
'is obtained In each group se^^ion if* possible*. Uowetcr^ when it appears 
Hhat all stqdents who will attend the session are present, the adainlstrator 
should cottpl^te the group adainistration with the students present--vhatever 
the miaber. It is a DS responsibility to determine after each assessBentr*^ 
session If 'the quoris was obtai'hcd} Cencrally» there should be very few 
instances In which the quoruza is not obtained when established ^roc'tdures 
fre fo'lXotfed^ , t 

irua is obtained* the session is coapletc. If a quorua Is 




not obfWW^. 4 second session £ust^ be held» drawing froa all studentf 



who did not appear for the^first se^lon** If the quorust is not obtained 



Use the origins).- Adainistration Schedule but revise entries as ntcessary 
(date/tint /rop^p • rr 



■ } 

in two sufioQ*. you should cill vour e . 

* ^ ciii yoyr Regl^nii Supervisor, The RS will 

consider » third jiestlon b«std ♦k - t ^ 

based upiMi the situation as discussed with the DS. 

> " • 

^«k.g. ^^^^ .^^^ ^^^^^^^ -^^^ ^ ^ 

«t. of 1... 75.0X. in ..^ol. ...H . «._po„.. 

7j,0X, no followup Ij required, 

^^^^ ^ ^^^^^^^ 

. If non„.pcn,„, ..n<^p.'.« ^^^^^^ ^^^^ 

.tud.n.. .H.tv.«. ed Ju^e. of ..l.ct.d 

"-"I-tV rlTH, If d..l^«. „ ^ 

^ c^ut. .t«d«t «.p««. p,,.„^,. ^^.^ ^ l.\Horou,hl' 

(a Ih. ZA or th. DS .hoaid conplet. th. C^up Ad.lnl.tr.tlon(.) for ' 
th, follcvup ....ionf.). There 1. no „«d\o c<»pl.t. . Followup ar b.for. ' 
...Ijnln, .tud«lt. to th, follov^p p.clus... if p,now.p t>.ck.„ i. 
«.I^.d, M.t .11 „onr..pond«t. on t.. n^-Crcup A*anl«r.tl<» Sch.dul. ' 
If. hov.v.r. cvo Follo^p p«,.,„ .„ , 
ll.t.d on th. ^ new Croup Xd«l.i„„,,,„ Sch.dul.. on (n .It.m.tVns 
bUlnnin, vlth-.h. «r.t nonr„p«,d.nt frc th. l«v..t l.tt.r.d G.o«p 
Adainl.tr.t,oo Sch.dul.. Vh« .11 no«..pond«.. fro. th.t .ch.dul. H.V. 
b«n li.t.d. n.t .tud«,t. fr«. .He n.xt lo«.t lett.r.d Croup ^a^nl.tr.t Ion 
Sch,dul. m th. .i;.„.,^, ^^^^^ nonr..pond«t. 

h.v. b.« ll.t.d on on. oy -th. oth.r follcvuj, Ad,^nl.tr.tlon Sch.dul... 
B. .ur. to u.. th._foll«up ord.r of p.ck.,. ...ign«„, 



.■'••■iii 



P»clU8*,A»«lp«tnE rota. 

' (2) ' If thtrt «* «re ,ch« 40 nonre.pondent. .c * .thool wlch one 
Tallo«p p.e>uge or'sO noo;«pond.^,t* .t ...chool wlch tvo T^llowup 
p.ck.tfii, it U tht «.pon.lblllt> of the DS co reduce" the nuaber of 
„onre.pc«d«»\<x 40-or 80. Ibl. will be .cconpU.h.d In tt.. follc«ln« 



uoner: 



'when-onl7 oneTollowup p«ck«je 1« •••Igne^, nwber chc 



r 



,'cuart»-od Che new Croup Mnlnl.cr.tlon Schedule (wherever 1. mo.Z 
colv«ient'ln colunn l"), find the .ppropri.te n«ier of In-rtn.e r.nd«. 
n^i^ert'-iro. the t.ndo»' «u=ber c.bl.\^«d ellnln.c. ch'o.e .cud.nc, tron 
che"cro"u^,Aiolnl3?r.clon Sch.<J«l* by dr-wln,' . line chrough chelr 

- "b) If two roU«~P package, are .i.iined, nuaber che .cudenc. 
« Che tfew C«up Ad»inl.tr.clon Schedule., bejlnnlnj with nv-ber one on 
. e«h'n^ «h.dule. Then." beginning with che n^w Group Ad«lnl.cr.clon Schedule 
;h.c h.. Che low«c .telnl.cr.tlon letter , find che .pproprUce nu=4er of 
^.r.n^.*r.nd<« nu«b«.*'fr« che r.ndon. nu^eV cble. and ellnlnat. tho.e 
\c«<l^c.' by drawing .-.im. chrouih Chelr n«e.. For che ocher n«i Croup . 
M«i«I.tratlon Schedule, find che'n«t .ppropj|^.ce n«»ber of ra„d<« n«ber. 
^beVlp tSokln, for che'.e rand« number, 'at ,ch. polnc on che j.ndo. n«b«r 



cable' wher* y^ur .ear^h for rand« number, for th. Ur.c new Cr6up Ad«l 
.tratlon'-Schedul. ended), and ell^alnace tho.e .cudenc. by drawing a line 

Chrough ciielr n»»e«. 
' The random number cable you will be provided (whldh 1. accually 

16-^^8a nu£U,er cable., each Including 100 randoa number* from 1 CO..100), 
■ i. *nt.»,ded CO be u..4 condnuou.ly frc .chool ^o school/ When you flnl.h 
-u.lng the cable ac on. .chool, «ke a mark ne« co che la.c raV<« 

you u'ied «^t;h.'c M, and b.gln .t che following .ch6ol with che nexc 

unu.ed randoB nusber. 
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, O) Tht Followp packagct- ihould be adalnlttcrcd on it day after the 
Utt rctul^r^ *»*^o^ «t the tchool hw been c<mfltttd (preferably the aext 

dty). Prior to r<tul*r tteeftaenC «t the tchool, the-DS should schedule ' 

«• « « 

«d«y to conduct' th« Pollowup ihould It^be'ncceisi^. 

, (6) DS« ihoold t4ke 12 extre of those peckmset designetcd for Pollowup 
edalnlitretlook on the Feckagc Aitlfnaent Form. Theee peckagcs plu» thote 
thet ere not uied du^n^ reguler etiejiaent should provide s euf^clent 
supply for Pollovup. 

(5) " Oa the cover of ell Age Cless 3 pe^ktges ere three, ovels Ub«le4 
R« F, and S. The R ovel ie to be grlddcd for those pec1u|cs used for 
reguUr essessaeat. The P ovel Is to be^gri^ded for those pecUges used 

- for Pollovup ssses«tt«at« pie S ovel li^.not to be grldded. 

(6) Tht Pollovup C^oup A^alstmioo Schedule' should be so dcsjbgiuted 
by vrltlng "Pollowup" on the tesroff lor t loo of the CAS , 

(7) A Pollovup School Worksheet should be coopleted* The DS should 
write "Pollovup" st the top of thr worksheet, list In Pert F the nvaber 
of students esslgned to the Pollovup peckege(s)« end ladlceu in Pert £ ' 
the nuaber of students ectuelly essessed. ' 

(8) On the DS Weekly Stetus Report, the spice for ukeup edalnlstre^lons 
should be used to Indlcete the 'number of Pollovup 'sessions^ conducted In the 

(9) « A «hort questlolmslrt 1* to be cosplete^ for e seoplc of students 

• . • ■ 

who do not eppeer et e follovup session. Detells concerning this phes* of 
^he follovup ylll be sent to you prior to Age Cless 3 essessacnt. , • 
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1. • AcouirlnK Swlghcnfrr Fr^n^ Aa^cssot nt tUdng Forag <Ag< .Cliii ^ Only) 
/ * ApprojtiSlwiy half the Age CUtt 3 tchoo^tt In ^our <Jlttrlcc vlll te ^leUeted 



for Supplea«nwry Fr»at AwtfttMnt. In thetc «chooA» It will b« your re»^on*l- 
bilicy during Att CUit 1 ««e«ttitnt to leave fortu for listing wlthdrtwals 
«nd t«rly tr«du«tfis» ,Thtte foro* «re to be collated during Age Class 3 . ^ 
attevmnt. Specif Ic^lnttructlont will be stnyto you at a Ultt <Ute^ 

J. RcvltfJ of PackAgo ' ^ 

^ Tou will be reeponf^blc for checking^ each package adalnlatered by yU 

or your EAa. - * * 

/ 

1. Ceneral Revlgv \ 
Check to let tltiat the oval* flll«J In by the student or EA art 

dark enough to be nachlnt scored; If necei«ary» darken thea. Erase all 
ftray uAt^n tht cover p«ge or any page vlthln the package. If the school 
^ prlaced a restriction on the adtrflnlstratlon of any exercise or Background 
Que.tlon, explain the situation a* fully as possible In a wao to Daa Duse 
at KRC aid place* the »«s« on tjp of the 'cover sheet In the hardsKell before 
shipping It to KRC. - Be sure the tieao^lves the school nusber and package 
ntatber<s) Involv^. 

2. Packa&e Condition Ovals 

" fhe EA Is Instructed to explain as fully as possible on the cover 
page of tha package the reason for a NR. or NE code. If you find a package 
with i code other than » and there Is no explanation- <or ''Reason Unknown") on 
the fover oage, itt m touch with the EA as soon as possible to dttenalnt 
the *r«aioVaad enter tKe explanation on the cover pige. If you discover that 
a ^ackag/^coded or ICR was adalnlsfered ^ * student who Is not .eligible 

for assessments change tfte Package Condition Oval to KE» 



V. 
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All codiAg in Colimi 3-6 on che covtr ps^ of the p«c3c«se oust bt 
chtcked sgiinsc th* Adainiscrscion Schedules or dtcschacncs. (See Chtpcer 
XII.) Also check Colusiu^ 7 end 8 to see chtc che^EA nuaberv ?SU inisber end 
School number t^e entered correccljj The codes co be used o& this ptgc at* 
given io C^tpter 'IV snd «\to io the AiJ^nistr stive Instructions Kisusl. 

The AdsaLlnistrstivfl Instructions KisusI includes guidelines for the EA 
to use in determining the r«cisl or eu/nic identif icstion of the student * 
(Colum 6). The £A is insd^(ucted not t6 cstegorize s student if the rscisl 
or ethnic identification csnnot be detemlned 'Rising these guidelines- In such 
esses It vlll be yovx responsibility to assign s code, eccqrding to \ht folloving. 

Csch student participating in Kstionsl Assesssenc is to be pieced in 
one of six categories; VMte» Black. Spanish' ITeritage (Puerto Kican» Cuban» . 
Mexican^ Central or South Aserican), Aaerlcan Indian <3r Alaskan Kative» Asian 
or i^aclfic Islander, or Unclassified. ?laceaent in a catcgox*/ should be accoa-^ 
^plisbed hy visual observation and use of surnaae whenever possible. 

If you are unable t.0 place a studanc in a category by visual observe-^ 
tion and/or use of sumaa^, you nay use one of the following if care is taken 
not to embarrass the atudc&t, school personnel, or Rational Assessacnt personnels 
Talking vith the student sey help detemine the language or dialect he/she 
speaks. Tfou nax also ask the^student i^ he or |he speaks Spsnishj etc., but you , 
aey not ssk ths student if be or she is Puerto Rican, Cubap, Mexican Anerlcan, ate. 

In those cases vhere the coordinator is villing to assist, the DS 
Bay ask hia or her to help detemine the proper, category for students. 

If visual observation a^d use of ths surnanc do not clearly place 
s st^udent int^cne of the categories, and if other aethods cannot be used 
easily and vlthou£ eabarrastaentj jlace the student in •'Unclassified". 

<a 



RegloMl Si»pervUor. ^ - ' 



*r c. " For e.cn .chool. .rr.n,. u.ed p.cU.'e. by n«b,r in 

„ceodlB«'order (Icwe.t McUje ou^er on «p). . 

• , p., Scnool Wor>..eet (vhi« origina) . Princip.l . Ke.din,/ 
' ,r the yell^ Ad=l«l.tr.tlen ScheduW t..r.e££. V 

Llter.wre Qwe.tloniulre, ^4 the yeiiow ^ ^ >, 

^ . ' Te«t-o££» ttuac contain 

top of the p»ck*t« .d»loUttrea i» 

.11 percln«.t luf oration S-l «« ^« ''^ 

• . .„ «f the School WorV;»he«t »nd the 

.ihocl. (H.11 the y.ir^ -0 Pi«^ "P^" ^y^' ' , 

■ plBV; te.r-c££. tcMl I««il.tely:) ^ 

- ■ e. puc. Jh. .«c>u b,- .chool n^ber in . h«d.h.U. 

c«pl.« . H.rd.h.ll cover Sh,.t- by entering ^ t^e .p.c. . 
th. P..... -^^Vn^. 0. P.C.... ..in. .e« - h„d.heU 

. «d P.t;4l4* cover Sheet on to. of .he .«c>« of P.C..S... 



.:„.c.on..rc-to b:-foU..d f'or e.ch H^d.heU 
I , tecurncd to MRC*^ ^ 



/ 



\ 1 



4 



S* Pl*c* may explaaitloct to D«n Du<e concerning reitrlctloa 
on excreltct or tackground Questions on top of the Cover Sheet • 

K. FA«ttn the box lecursly snd reverse the shipping 

t- Ship by busi prepaid* , to HRC: 'Be sure to sttsch the busblll ^ 
for each shlpnent to your expense report for the veek. ' 

J* Record the date that the hartjshelKs) was shipped to MRC on 
the Weekly Status Report, 

2* Return of Ooused Packages to KRC 

All umisc4 pacjuges for u age class Bust be returned via special 
4th class ^U to KRC vhea you b^vc coopleted assess^nt of the age class* 
3* Return of Stimilus Tap es» to RTI * • 

^ ^ — f . 

After you h«ve cooplet^d all adalnlsctatj^ons f.ot an age cUss, seod 
the stliailus. tapes to RTI, attention pick Russ* " 

Exercise Observation 'Sheet , j 

An Exerblse Observation Sheet* Is to be^ coapleted any time you or " 
an EA notice.* problea delated to an exercise. Coeaents concemlnf exercises 
r^ helpful in developing exercise* of slallar types for future MS*essaents* 



11 Exercise Obierv^tlon Sheets for an age cUss are to be nalltd to Donn 
S*lth at RTI* ^ , * 

L 5, Disposition of Other Matlonal Ass'essment ■Materials 

At Che end of e^ch week! > . j 



\ - . CoBplete and afll all Reports required of you* 

After «9 EA has'c^lebtd work In a PSU collect; 
EA Hanua^f**' ' ' 
AdjUnistratlve Instructions Manual** 



* exaaple bf thi s fo rta Is shown at the -end of this chapter. 

** EAs who ardN^heduled for future usdtessaent oay keep their aanuals 
until they haVe ccspleted thel^ asslKnmcnta. 
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pencil, .nd o:..r ««rul. c..cUd ^ " • 

« 



„. ..... c....^ - 1 ^,,,.„ 

■ .„„... « — • .... ...... 

full, m Che ..ctl^«t>^^^ 




to 



\ 



^1- RS tleld Vl«lt« and Specltl Quality ^eck 



Durlns^Yt*r U, your Rtglontl Suptrvltor will visit you occaslontlly 

while you art conducting Mtcitatnt In your district, 'tfaesc^ltld vltltt 

provide an opportunity for hla to observe how you schadule and carry out 

attcsaa^nt In « PSO, as well as how you train and supervise your EAs. (Hi 

•will also observe package adalnlstr^tlons .) During these visits he will 

review with you your performance since his l*«t visit. 

Throughout the estessacit year, he also will vlsl'c e snail sub* 

sa^le of schools In which you pre^^ously. conducted assess^qt^ Thefe are 

six purposes of these apeclal school vjslts by RSs: (i) to ascertain If 

assessaent adversely affected school activities^ (2) to elicit fro« scfiool 

• ^ 
officials any suggestions they olght have for procedural changes which could 

/ ' , . ^ 

pike the school's role In National Assessaent easier to carry out; to 

ft * 
conduct a quality check on how accurately certain data on students assessed 

were transferred froa the Adalnlstratlon Schedule to Coluans 3-6 on the co^r 

page of each completed pecMige; (A) to deteinlne If SLFs tfere coopleted for 

ell ellglbles In the school; (5) to verify the adalnlstratlon of packages to 

spetlflc students » (6)'^o determine If the saa^e seXv^on of students -was 

correctly perfo^elS.. This quality check Is «a Integral and necessary j)art 

Of the HAEP proJect*s <fu»llty control prograa and Is prlaarily designed to 

obtain en overall evaluation of how well the* field procedures are being 

performed Hy all field staft- The District Supervisor ls» of course, ^ 

responsibly for Isplcaentlng procedures properly In each school; therefore, 

any prQbleas found durlng^these quality checks will be discussed with the 

Individual District Supervisor. 
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2. "Review of Ceoplet^ Work at MRC ' 

A thorough rcvlcv 1« sade of each hardshell of^aplcted paclcagei 

«s h«rdthellt arrive at KRC £or scoring. K^C clerfcs\ following a standard 

set of receiving specifications, check ^h package, to determine If responses 

are recorded properly. Koreover, all I.D. nu&bert are checked against Che 

Adalnlttratlon Schedule tear*off» responses co the l^ckgrouad Questions are 

r^evicved for coopleteness, and all entries In Colusna B-'d on the cover page 

of each coapleted package are reviewed to ileteralne 1£ they are admissible 

and correctly coded. In this review, a check Is nade to deterolne If the 

, count of us^d packages In each hardshell la In agrtfcsent with ^our entries ' 

on the Return CoVer Sheet, If 'a Principal's Keadlng/Llterature'ouestlonnalre 

and the yellow Ad&lniatratlon Schedule t«at-off« are Inclu^M for each school, 

and l£^you packed the hardshell corractly. School Workslieets are revleved, 

toOp to determine If all entries are .In agreenent with related entrlea on 

Uie packages and*the Cover Sheet. 
■ # 

If,exxors which tannot be i^eao lved at M UC are detected In the 

contenta of youf hardshjell,. you vlll be called an^aj^^d to p> back to the 

schools (aiid^^slbly to the atuVents) to get Information to correct your 

.errora. Receiving Problem Tally la completed on each hardshell reviewed 

at HRC. This form shova the number 'oX error a (If any) found by error i*. 

category and by CA; coplea are senp to' you and to KTI. 

The KecelVlng Problem TaUy will be of value to you In training 
* *% 
\EAa. From this form ycu can determine the type of errors made and caution 

^youP^EAa accordingly. It wllLbe of particular value If ybu plan to use 

an EA for the asseaamenc of Dor,e than one age clasa; that EA can'be trained 

specif l^jilly. to avo^ the errors made previously. 



\ 



' Finally, It should be pointed out Chit the results of KRC'e 
review of your coti^Icted work provide e key Input to the eveluetlon of 
your ptrforunce es e Suirlct Supervisor- KRC seods^Kecelvlng Problea 
TeXUes as i.psrt of ths continuing DS Ihstructloisl progria. Review 
these foras^csrsfully 'to issure thst you end your EAs do^ot consistently 
askc the sc»e errors » 
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NATIOHAL ASSESSlJEHTi VEAR 11 



SKIPPING «5£M0^ PKG. 



^GE CLASS ^ 

It) RANGE , } 

NO. •OF BOXES ^N SHIP^MENT 

DATE SHIPPED - , 



4 



'SHIPPED BV: 



0 * 



• 
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1 ^lo 



^ * 



Hirdil^ll Cover Sheet 
Ytir 11 Age CU$$ 2 



DS 



Tote 1» 



7 8 9 i ft 11 1^ , 



V 



Direct lone: 



Tot;|\ — ^ 

01.po.ltlC«« Wh'lt^ciw" to HXC! yllo* cofy t.t.ln.«l by DS. 
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DISTRICT SUPERVISOR'S OR^ER FOMI 



DISTRICT 'supervisor: 



DATE: 



• 1 



X ♦ 



Pl«*,e tend chi fQllowlo$ lew: (Specify ex*ct Icem *nd <iu«clcy detlred) 



OUAKTITY 



ITEM 



'17 



SLFt: (Circle) 9-13 
Group Adalnltcraclon Schedules ^ 
RTI Euslnett Recutn 10 X 13 Envelopet 
KA^RTI Ivory Buslnot Envelope* 

School Workahtect (50 per p*ck«gti ^ 

DS Icloerary Rtporct (30 per pAck«gt) 

DS VeeUy St^cut Rtporct (50 per pACk4gc) 

DS Expense Report* (50 pe/ package) 

EA D*ll>;^ Production, Tlae and Expense R*cord (50 per package) 
Parental Infosaatloo Xtttera: (Circle) (100 per package) 

Before Sasple - Aittr Saaple , , 

Signed Parental Permission Letter*: (Circle) (100 per package) 

Before Sample - After Sample \ 
Atceaiaent Conflrutlon Mcaot: (Circle) 

All Age Claates - Age Clatt 3 Only . 
NAEP #2 Pencil* 

Other (Specify) ^ 1 



SEKD TO: 



SEND BT: 



(Check One) 



Regular Kail 
Special Delivery 



BOa 

Others (Specify) 



roR OFFICE use 



Dact ShlppA^ 



DUpo.ltloti! -Wilte kA ytllow coplti co RTl! ploV copy rccalntd by DS. 
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ISPI 



NAIIOflAl tUUiUtHI or tOUCAIIONiL W»OC«lSS 

A moJtCI Cf iMt EOUCAIIOM COMMfSSlON Of iMt s'lAIfS 



.EXERCISE OBSERVATION SHEET 



r "'^ ex«rcn« «dalolstr.tloa probteoj you or your tAt 

vocabuUry. dtf lnltlon.1. or lnt«vpr«tlv. wtur* on tbt p.rt of tht rt.poiKltnt 
or tb«y My bt ctuitd d«t to poor Initructloni. tlelng, «gu«n«..\I,cr«^ 

A. i-k!' ProbWwltb «n txtrcltt, pU«t coapltt. thU fors. 

At tbt of ticb .St cU»«, tb* coapUud for«(*) to Oonn silth « m 



YFJUl 



Muaber 



AGE CU^S 



Cooeentt 



" P AOiUtNlSTIIIf 0 fV mt tOUCATlCN COMM^SSfON n 



AOiUtNlSTIIIf 0 tY mt tOUCATlCN COMM^SSfON ThK StATCl 
* riUPO^KHAHWJ nCSFAnCH Tl4lArir4,> ftfsnruiif 

tOX 13104 « AmAACHTRIA»lGtk^AltiC,NOftTHCAJIO(.(NA37709 



DATE 



SCHOOL I 'J ^ 

Fr£«: ' ' , OlitrlcFSupervltor 

SUBJECT: Conf Init'loa of A«ft««tB€at In Tour School — -Year-OIdi* 

^» 4k 

On ' * at ^pproxlmatel; 

I wlllVrrlvt at your «cho9l to ttltct tht ttaplt of ttudenti that vllL b« parti** 

clpatllos In national Aaaaaaaant* In ordtr to proparly atltct tht aa&plt» J vill 
nttd tut follovinsi V 

(1) A^complittd Studtnt^iitins Fom or coMputtr liat of all aligiblt ^atudasts 

in ^ht a^a froup indicattd abo¥a» rtsardlaap of (rada. Elifiblt ttudeata are * 
thota bora during ^ha paricxf spacificd for tha afa group at tba bottom of tba 
pa^a. The littins ahould tpacify tha iiaa«t srada, %mx and birthdata for each 
atudcut^ Tba liat ahould nor contain the oaaaa of t^a Inelisiblet apacif ied belov« 

(2) A co^t of inelisibla ttudtnta by category - EHR, Kon^Ensliah «paakias» and- 
functionally diMblad - xrho ara currently earolled and born during the appropriate 
tlm« peiTiod. If these Inalictblea appear on the Student Littini For&a prepared 

at^ the achool or on a computer' list of elifiblaa» plaaae identify them. 

Identif icatio'n of any atudent who ia no lonfar enrolled vhota oaae appeara on 
tha^Studant Liatlnf Fora or computer liat of alifiblta. 

» ^ * 

If 'you vUI not be available at the tlae I arrivoi pleaaa arranse for aoaeone on 
tha ataff to have theaa aateriala for at. F^lovins tha selection of atudenta, I 
vlXl need to 'diacuaa vith you the apace required and the day (a) end tljia(a} to 
coquet the aaaaaaacnt In your achool. 

1 would Ilka to schedule t^ie assessaant for , 

Tha nuabar of one hour group sessions to be adainia tared at your school ia > 
W'th each aeaalon cooaistlns of approxlaataly students* 

rj^eaaa cooplata the enclosed ^ues^tionnaire and hold it until I arrive. I look 
forward to viaitinf your ^school and working with you and your atudanta. If 
queations ariar regarding National Asseasaenti pleaaa write or call Donald G* S«ith» 
national Field Diractott toll free at 1^800-334-8571. 

COWIENTS ^ 



9>Taar-01da^ born during calendar year of 1970 
13-TaarM>ldai bom during ca^^and^r year of 1966 
17-Yaar-Oidai born October 1| 1962 through Septcaber 30 » 1963 
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P>^w{jLlJ fiATlONAL ASICSSMCNT OF IPO«ATI0N^ MOGRl^ , 
fl ^ P ADfUMNlSTefllOr^TKC tOOCATI^)NCO^i»l)ON OF THE 



f TATW 

f 0 tOX «J*4 . flUIARCHTHIAN«.l TaRK NORTH CAHOLINA P7« 



V 

DATE 



TO: ^ C 

SCHOOL: . 

yj^Qj^. District Supervlior 

^ SUBJECT: Conftrattloo of A«s«SRMOt lo Tour School 



^ * «t approxlBUttly 

X vlIL arrive «t your school to updatt tht itudeot saaplc vhlch vm itltcttd 
durlas'»y privlou* vlilt And to dl»cu*i flntl ArrAogcaentt for cond&ctlns th« 
«ssts»a«nt. ^ 

In order to iroperly "update the stu^Mt ieapXe prior to tht eiteiweot, I vfll 
need the eoldeorod Student tlstlaa Fom vhS^w" Uit At your school vheo the 
eesple vAe orlslMlly itlected. The goldeotoT^tudeot Llitlnt Fora ihoold ccatAin 
the D4»e. grede. iex, «id blrthdete of eny l7-yetr^ld* itudeat vho bee earoUed 
In your school elnce the orlslnel leaple lelected. lo Addition, pleeie Idea- 
tlly op the Group Adalolitretlon ScheduleCe) you were given eay itudent vbo wm 
Mlected for pertldpetlon but h»« wlth^J^evft froa echool* The rteion for e*ch 
students wltWrewel should Also be recorded. 

If T6<» Jlil not be Avellible At the tiae 1 Arrive, pleese Arrenje for ^oceooe <g 
the faculty or eteff to have these KttmrlAle for * . 



I vould like to condoct the aseatssent on 



1 look forwerd to Tlsltlog your school again And working vlth your faculty and 
studcAte. If queetlotie arise regarding Watlonal Aasesseieat» Pl«"« *f^^",^ 
call Donald G. Salth, Hatloaal Field Dlrectot» toililll*^ 1-800-334-8571- 



COWOilTS: 



• 

* 17-Vear^ld»; bom October 1, 1962 through September 30, 1963 



) 



XI. CDfERAL rtAK FOR ASSE3SHIW , 
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X 



A. Introduction , ' . , * 

' Th. .ucc«. «....»«« d.p«d. «r.£uUy .ch.dullnt ..ch 
«at V..V. All indlvldu*!. who will be involv.d vlth the .....««at pro»rta . 
(1.,.. the lA. the .'chool eoordln.tor.. «d other .chool .t»«j ««t uad.r.tand 
yo«r pi«. for,«.«««t.- Tlv W. .ho«ld h«v. thoroughly reviewed .the EA 
yU^l vhl^h th./ver. Jlvea vheo tl«y' were reteln.d: On .the flr.t Uy of 
JjLnt rou vlU Jlv. tb«. 'eddltlcn^l tr.l.lni «d «Ve c.rt.ln tb«th££ . * 

t^^wT>«i thtlr tilcj* ; • ^ 

■ • The .chool eoordiiietor.. h<veve», ««t r.ly for the «.t p.rt yoor pre- 
ei.e v.rb.1 In.tr^tlo... Y<;ur .chedule '«n be up.et If the coordinator, do «>t 
foll« thro.,h en yo«r pl«.; e.g.. 1* SLF 1. not eo^Ut.d when you errlv. 
,« If the coordinator doe. ngt dl.trlbut. rh. Appointment Card. or. contact the 
.tudent. to a.r»;. that they'vUl be pre.ent for „.e.««.t^th. appointed 

iOao, 11 teachlr. ha« «,t been notified of a..«..»«:t. the .tudent. D.y 
b^ pemltted t; l.ave the .Ia..ro«.. 3.for. you'arrlve at the Kjjoolfor 
' a..ia«.nt. you .bould call the principal or coordinator to ...ur. thaty. ^ ■ 
SU haa be«>'coWl.»«> ««> .rrang^^nt. have b.«, «d. for appropriate ' ^ 
,p.-c. to conduct a..eri«nt. At the .chool you «u.t be prepared to «>r.er quea- 
.lona ccncemln, l-atlcnal Aa...«ant. Alao. you .hould have a .upply of KAET 
infcr^atlocal material, for dl.trlbutlon lo .chool .taff. and .tud.nt.. The 
' ,oo<l.m and c^Speratlon.of the '.chool,. taff U ab.olut.lr ...antlal.lf a....- 
sent la to ba conducted ^.ucce.^fully. 

To« «»t alao plan for e«r,e«cy altuatlona. The EA and th. .chool .taff 
^\ ^ vhare ^ ho. to reach you during a....r««. When r.crultin, EA.;.' 
. ;..o;-d o^ »d ..leoho.. n,..^>r. of the EA ran.ldatea who, ^ 



• * 
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* 



\ ,^t . Onr o£»-t|§^C4aardit€i tould bt uted If ia^EA you h»v« 
Jilft^td U ua4bU to wotk. Y«i »hould ttcuc«'« lift of pofflVlt' EA 
^41dmtM durint your £lr.t v^.lt to « PStJ* Try to wtlclptct *nd bt^ ^ 
pr^f>«rtd\£oT ua*v*t »ltv*tl«i« tb«t laky occur. Xf unlqut fchtdullog ; 
proVIcu arilt; do not hetiff to cjII y ou R^gion^I Sup^rvitor for •dvict 

•8. ■ Prc»ent«tlon of A»»c«»a«ot FUo •t A«> Cint 1 

FoUowloj U * ita«r*l pl«i for uvutacnt In «a Aj. CIm» 2 PSTJ. Thf 
dtMilt vm vary froQ «.« t^-we. .nd will *«v« to b. vorktd W by tht ts 
tccordlnj to th* partUuUr .Itwtlcn. A. th« pl«n btlov d«0B»tr««, wouW 
prob«bly b. to your adv«nt«s« to pUa for tht EA. to «..i«t you with sclcetlat , 
th. .«pl« Md wopUtini Admlal.tr.tloa Sch.dule. la^ th. Urjwt .chool. In • 

' fh. psu. ' 

Week ?rlor^etf~X^«»'=«'t ■ 

1. rt li B*n<Utoi*r th«t you sill * C^lr^clon Meaor.ndua to *U »ehooU 

la th^^tKt^lch i>.ck.S«> hiv* h.en uflfn.d. ThU fbould b« r.c.lv.d hy th. 

, .chool one w.ek la *dy«ac. of th. day you viU «rlT*. Th. Coaf lr«tlon M«or- 

.hould cont.la w «ch .p.clf Ic lafor«tloc po..lbl. Includlaj d.t.(.) 

of ««.M«aeit. «o«at of tla. nK.iMry to cispl.t. •■•.•*a»t, wount of 

.p.c. a..d.d,'ii>.tr«tl«.. for cosp^^tlaf th^ Prlaclp.l'. R..<llag/Uter,tur« ^ 

. •" - • - 

* Qufttlomulrc, etc. 

2 ■ T.l.phoft. th. flr.t tvonchooli to h. vislt.d In the PSC (ooi^^lly, 
tho.« .chooU with th* l«S..t portion of th. PSC p.clc.(. ...ls^««»t) to 
„,ur..tb^ SLF. wlU h.vt been cospl.c.d prior to th. <Ut*^f .••••t=cnt 
mL to .rr.ai. your vi.lt for Monday .nd/or Tu«,d.y o{ th. follwlnj v..k. 



/i. Afom thi EA« vhen «tid where .to aett yoo Monday ftorolog. 
MoRfUv MorntoK ^ , " - 

!• Meet your EA» at the flrtt »chool to afflft you lo felectlns 

the Msple eod coapletlns AdolDlatratloQ Schedules. 

2. Select aeiq>l« of students for essesemeot, esslgn packages to 

students; and coUect and check the Principal's Readlng/Llteratiire Question- 

nalre« 



3. 



Instruct the EAs 'cdncernlng the completion of Adijlnlstratlon 



Schedules and Appointment Cards (if used)* • 

4* *DUcuss rooo requirements vlth the school coordinator (while 
EAs are f Inlthing Administration Schedules and Appolntnent Cards) and work ouc 
an assestaent schedule. Do not autooatlcally exclude lunch hour for aaaeatmenc. 
•MticDs. SOS* school* My be agreetblt to- iettlng tbe%«t;ttdent. lunth 
p«rlo<U. AsstsffMSt »hotad b««la in the flwt »chool «• e«rly m |)o««lble 
^Tuesday aomlng* * ^ f 

^ 5* Instruct school coordinator to contact studr»ts who are t5o be 

assessed Tuesday a.a/^irst and then f m» out Appointment Carda (if used) for 

t * " 

rcaalnlni acSainUtratlon(s) scheduled In the achool. 

th^EA^ to the second school and repeat steps 2-5.* 
Aft ernoon * , 

nutoaliy convenient place (OS's home or place of lodging, 
one of the EA*s hoaea. etc.)^traln the EAs' In package adalnlstratlon. Alio 
expUln coding procedures at this tloe. * 

2 Provide the EAs v^tb the aateriala and supplies needed to co»- 
piete assessscat in the flrat schooU where tM saaples tiave been selected. 

* If the two schools with the largest portl^ of the PSU package aasignsenti 

are quite a distance *l?«c. > smeller school (nearer to the first school) 
may be chosen as the second school to vlalf Monday morning. 



> t6. Take 
I Monday Af 
\^\. At 1 



cooplttlon of tcsple selection in the reaftlolo^ tchoolt* Sasple ttlectlon SA7 



3. telephone tfie third «nd' fourth schools scheduled for tnplt 
selection (on tuesdsy) to confira appointseots *o4 to ucerUio^thst sLFs hsve 
been <o8ipl«tcd. ' * ^ ^ , 

Tuesday MomtpK * r 

1« EAs vil^ bc^lA conducting essesss^^nt in first school^Steaenber 
you post observe the first ptftjcsg^ edainis tret ion by eech EA« Foil wing your 
observation of en ed&lnis tret ion r critique the edain is tret ions with the EA and 
trein further if necessary* 

2« Visit third sod fourth schools p draw saaples^ assign packages » 
coeplete Adainis^tion Sched^es aa4 Appoiatfent Card (if u|ed}. Schedule the 
firit package adainist rat ions in these school^ to coincide with the scheduled 

inV sc 

continue into Tu^day afternoon. , \ 

Tues/iy Afternoon ^ 

1« Return to the first and second schools to reviev coapleted work 

of EAs« this will probably be near the end of the school day, and you should 

check Administration Schedules and the packages that have^been adainistered. 

« 

2« 'Distribute to EAs the aaterials and supplier needed to complete 

* « 
Mseessent on Wednesday (if the EAs are scheduled to begin assessment in dif** 

ferenfpichools the next day}« 

telephone the resaining s>;Jiools (if any) in the PSU to deteraine 

if SLFs hM\f been completed and to confirm appointacnta ^f or sample selection. 

4« Reviev packages completed tuesday^ checking carefully ^c^r coding^ 
errors . ' , 

5. Additional training of EAs as heeded should accoaplisf^l. 

Weilnesday and thursday ' • » , 

1* Continue CO see EAs daily to make additional assignments and 
pick up cocpUted packages « Review coapletsd psckages on a daily basis and 
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contact EA If ^rror» ire detected, ^ 

2. . Schedule t*iieup'or iecond ncsslons If neceswryi I.e.* (1) if 
e ieis'lca w" cancelled for ^7 reiion (early dlsmltaAl^ icbool cloiing, etci) 
or (2) If a <iuon» ii not obtained In a session (other than vhere a ^vitoK^ 
a group waa asaftn^d). You mut con3uct these session* if you have been unabU 
to fit thea into the HA'a schedule. Distribute reviaed Appointment Cards for^ 
these aesaiona^ if used. Use the original Adalniatratlijn Schedule J»ut reyise 
c&tr^^cs as necessary (date/tlae/rooQ). ^ ^ 

1. If necessary, siqhedule and conduct Kakeui> sessions^ 
-2. Send necessary reports and foraa to RTI. ^ 
Second Week ^ ^ 

If you are HorUnf in a one and one-'half week FSU, continue vith aU 
task« until pacKaie adainistration has been completed ia the PSU, If you are 
unable to co;^lete' assesaaentT in a PSU aa schedule*, call your Rational Super- 
viaor l»edi«tely. ^ 

X. Scheduling Ape Classes J ! and 3 PSUs_ 
T * ] • 

The aame basic schedulldt technitjuea can be applied to the conduct of 
aasestaent during Age Claasea 1 and 3. TheVollovlng Xttm. however, are 
offered a« reaindera of taska which are unique at those age daasea: 

1. Age Claas 3 student sssples in schooU assigned nor^ than>2 adaini- 
strationa are to be selected during the 9-year-old aaaes^ent period! Age 
CUSS 3 student aaaplea in schooU assigned 1 or' 2,adainiatrationa tnay be ' 

aelected during thia ^^'^'f^ "^P^^^ ^ •^^'>'>^* 

^in which the atudent iXlt i»W selected SiSt be called while you are^ 
the PSD and inforaid when you will return for aaaple aeliction and aaiasnenc* 
Aak thea to update the SU ^rlor to yotfr arrival. 



/■ 



\ 
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a. It will be ntce««y trf update the ••aple «t eich Ase CUtt 3 .cbool 
Ju»t prior to 17-ye«-ol(J »»e»»Btnt; the ««unt of tl=e required to complete 
thle t«»k could coneuae u «ich *» one hour. 

3. "NonrespdndentFoUowup vlU be conduced In Aje Cl.s. 3 ichool. 
which do not hevt «n overell .tudent reepon.e ^te «£ 75.0Z. 

4. - Supiijl€«nt(ry rr»»e futl^g forw «irtt be distributed during A$e 
cue. 1 ««e««ent end collected durint A8« Cl«l\^ ...e.went where eppUceble. 



D. Upon 'CoBolitlne Pickege Adalnlatretlon In « PSO 

1. Collect ell MAE? Mterl.l. dUtrlbuted to the EA.. If the EA.. ere 
echeduled for' future .«e..«ent. they «y keep their EA Meauel. until they 
have completed th^.»»lgn»ent. You ehould «Uo collect, check, end approve 
the EA'. Daily PrlRlon. Tine and Expen.e Record for each EA. Th... .hould 
be mailed to RTI with your weekly report*-' 

2. Review completed pacVaje. «id pack them. Place the Principal'. 
Readlnj/Llserature Que.tlonnalre. the yellov tear-off. of the Admlnl.tr.tlon ^ 
schedule., and the white copy of the School Workaheet* on top of the completed 

pAcV^S*^ each school » 

3. Ship hard.hetl» by bu. to MRC.** Mall the yellov and plnk cople. of 
the School Workaheet^and-rtie Admlnl.trailon Schedule plnk tear-o«. to RTI 
with /our other weetly report... ^ 



* B« .ure Part E of the School Work.h.et ha. been completed^ 

** It 1. peraUelble to .hip completed hard.h.ll. bef or. alJ work a 

PSa 1. conplete. However / do not, .hlp packaje. ad=lnl.trfted In « .chool 
.ifSork at the .cbool 1. complete (thl. Include. .U^eup ....Ion.). 
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XIl/ STUDENT SAMPXE SELECTION AND ASSESSMENT SCHEDULING 

m % 



A. general Information 

Prior to,«tudent steplt ■•lection, you will W given each school the 
pLF for the ege cleii to U Aiteteed. Th^» cWl«ted SLF <or e co&f^utcr 
printout) CDvprlitt the fr«M froo which you will draw the staple. 
>ou will el»o work with two other fonw at aach "school. 
School Vo^ahcet (NA-lA)* * 
- , Package AaflgntBcnt Fora <NA-lf)* 
You ahould have a supply of blank School Vorkshaeta, ,A Package Aaslgn«nt 
Suraary* for each PSU and the Package Aaslgn&ent Foma for all s«J^la In 
the PSU .will be sent to ypu froa RTI prior to^ atudent^at^l* selection. The 
Package Aaalgnaent Susoary tpedflea the package n^bTra assigned to each 
school and Is designed to assist you In scheduling work. The Package Attlgn^tnt 
Fora, which glVea specific instructions On the selection of saaple students,^ 
will notMlly be printed by coiiputer and will contain Instructions for only 
one school, Instroetloni^ot applicable to that school will be os^tted on 
the Package Asslgnocnt Fora. You will also be glven^a few copies of a (•ptciai, 
version of this fora <HA-lla)i* which will paralt you to obtain the necessary 
Infomatlon by telephone If you have not received the Package Asslgnaent Fom 
prior to student sasple selection, 

t 

B, School Worksheet 

A School Worksheet is to be coapleted for each achool for which you receive 



* Exa^lts of these foiTU are shown at the end of this chapter, 

) 



C o£ thl» chmpttr. 

r vou «re to enttr tht »our — _ 
„ co.pl.« CM sit; for .x^^pl.. 
. „U.. or . .cbool .nroU«nc flL- 

1. P*«E - j*nr» It recorded- 

both nrtr-D.l. lS*^B^-2- 

Tor *«cn p«CR»6 
tot.l nu»b.r of P.CW.S. ^ 

- ^ .„«r ch. fin.l 

in r ycu .r* « .n«r ^3.. S.c^on C of 

' ...0. "t:: 1. . .cooH ... «e 
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V 

to rti;htduU th« leiilon. Alio^ you «rt to Hit the p«ck*s* number And 
l.D. NuBberTof tpy lelf-WtnilfUd non-rUdert, If «£t«r "in^lultlnt about 
* the cotBpl«t«ft«ii o£ tht SU you^ «re still not tatlifltd that «11 ellflbUi 
4re r«pr«wnt«d,* you should no^e your concerns In Pert F. I£ it Is ne- 
cessery to continue ao entry In* Pert *F, continue on e scpeiitt iheet^e 
eure to Include PSD number end school nuaber) end ^tcech It xxr the copies 
returned to fttX* 

5. Meed for Mot^^-Then One School Worlciheet for e School 



la toae schools, the student body Is divided Into split or tioduler 



sett lent. Thle Information i% relayed to RTI on the Speclel Seeelrtte Recordlnt 
Fom. <See pete VIII-18.) Fp^ these schools, eech settlon It tr^eUd et e 
teperete tchool. eech with* e different tchool nu^er ettlgned by-JlTl. You * 
1/111 receive as ttany Peckage Asslsnnent Fonas for the tchool at there ere 
eetsloQt; thete fonea will be Identified by an "A" (applicable) following 
"Special Settlon Code/** A School Worksheet It to be completed for eech , 
Peckaie Astiinaent Form you receive for the school. Be sure thj^efttrfCt la 
ell pertt of the vofkaheet apply only to the testlon <end tchool nti»ber 
which the worktheet is bela^ conpleted^ ^ 
6. , SuppXeaenterT School Worksheet 

Durlnt Age Clete 3, e tuppleaent to thVji'orksheetTilll be required 
In tchoolt In which the tevple wea drevn durlai January or February. Coa* 
pletlon^of thlt tupple&ent la covered in Sectlon^C^ of thlt chepter. 



C. Foraat of tha Packate Aeslgnnent Foro 

* ^_ 

a The Peckage Atalgnaent Form conuln* seven lte« which five Insxructlotis , 

1 • 

e Schools which do not -heve tpeclel tettlons ere estlgned e Special \. 
Setalon Code of "NA" <not eppllcable), ^ 
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for selecting tht student tasple* The te^ Items ^re discussed below* An 
exsisple of student l^oplc s^ectlon is given ln.Psrx D of this chapter 
1. Itea 1 

'Itea 1 of the ^sgc^gc Assignment Form contslns Instructions for 

^ * ■ ^ • 

determining coun^ts ^1 ineligibles ii^the school* In esch school, obtsln 

4 

the completed SLF end the counts of ineligible students (second psge of 

• , \ f * . 

SusEury of School Tssks) from th^ school, coordinator. As Instructed in 
ltd I of Vhe Packsge Assignment Forai attempt to determine if fll eligible 
studepts In all grades* were listed on the SLF and if the SLF 1^ up-to-*date$ ^ 
that is» new enrollees have been listed on the SLF *and students who left' 
the school have been crossed off the SLF^ If it appears the Slf 'is Incomplete ^ 
because all appropriate grades are not represented on the list or becauss 
fever than the projected number of'eligibles are listed i it vilt be necessary 
for you to inquire about the complecfneajs *and accuracy of t)ie^llst* It 
important that you^'sampU from the nost complete end adcuratc list of eliglbles 
that can be provided. Also attempt to determine -if any non-English speakings 
£HR» or functionally disabled students were listed on the SLT; if %o» cross 
the names out and add them to the *'Count of Ineligible Students.** Finally, 
cross off the list the nabes of any students vhose birthdates are not vlthin 
the period specified orv the SLF or who are ineligible for' any other reason* 

V 

When you have the final SLF and the correct counts of non-English 
speaking » EMR, and functionally disabled students, and of students with out- 
^of^rangc birthdates, who ire no longer enrolled^ or ineligible for any other 
reason, complete Parts A. B, and C of the Scho<}i Worksheet.** 



* See ''Estimated percentage of 13-, and 17-year-old students enrolled 
in various grades across the U.S.*** at the end of this chapter. There is 
variability in these estimates from scho61 to school. The table should be > 
ased to point ^out obvious lack of eligibles (i.e. 50 9-year-oldtf in the 
^ 4th grade and none in the 3rd.) • s 

** At /(his time, also ttpdate the "Count of Ineligible Studenit^s Bom During 
<^<te tear it^£r&a the Sunaary of School Tisks, and place it in 
the SLF storage Envelope. 
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Entries on the School Wotkfhtet *re used to detetxilno iBport*i)t «le9«nts ^ 

in the enelytet of the dete. District Supervisors, therefore » should vork 

very carefully with the Coordinator to determine counts of inelisiblA^^^ud^nts 

And enter these counts exactly on th^ vorksheet« 

* 

^ If you find sfter stsple selection* but befpre psckss« sd&lnfstrstioA 
that s student in the staple is inelisib3l«* chat student should be excluded 
froa the ssstssacnt« If you find during* or after package sdsinistrstion^ 
that a student is ineligible^ explain the situatioiv fully on the cover page 
and fill in thfe Package Condit^tob Oval 'idcntifVina thit student as ineligible . 
Any situation in vhich you discover that a stud^t in the saxaplc ^s ineligible 
must also be explained fully in Part T of the School Worksheet. 

i 

" 2- Itea 2 * 

Itcs"^ provides information concerning the status of subss^K^ing 
in tfte school. . There sre three situation^ vhi^h «y occur, only one of 
which will apply to sny one school; that one will appear on the Package 
Assignment Form in Item 2. The three situations are: ^ 

a. ^Subsaspling is not, to be used in the school. In thia situa- 
tion*. Itea 2 of the Package Assignment Form will be: 

Subsarrpling is not to uted^ Nimbcr the eligible 
in4ividLtal$ on the list. Complete Ftzrt D,l of the 
' * School Vdrksheet. * • 

As instructed^ number all the individ^ls on the SLF and enter the tqtsl * 
'number listed in Part D. 1 of the Scho>9l Worksheet. Part D*2 vlXX not^ be 
completed. • i# 

- 

b. SubsaapUng can be used in th^ school and you had Indicated 
on the tSU Control Sheet that the school would subsample* *Icea 2 will them 
give the sampling interyal snd start number that' appeared on the ^SU CoiArol 
Sheets for exaaplai ^ 
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W •cerptin^ interval is 2. If tha sbhcol has pr4viou$ly sub^ 
$cpj:pUd, mffrib^r tv§ry lin^ asyl oompUtt Part ^ the School 
WorJisk€it. if the Mchoot haw not previously suhempUd^ start 
ntmibering vith ths first individual and timber every second 
individual on the list. Corrjplete Part D,2 of the School V^rkoheet. 
Suppoit afttr Duabcrlcg the lines in tlttttr fltuatloa (that 1«» the «cbool 
ha9 prtvloualy «ub9«apl«d or you aubaaaplt when ytu arrlvt at tht achool) 
70U end up vlth 104 cllglblt atudcnta nuabcrcd* Enttr that numbar -In.Part 
D.2.a.* on tht School Workahaet. In Part D.2.b. antar tha aaapllng Inttr- 
val sivaD in Xtas 2. Multiply Xtesi a. by Xtts b. and totar that total in 
Part D.2.c.t aa vhovn belov: 

a. Total count of elioible students list^iis^ $LF a. /Ol^ 

b, £ht#r saj!:plinQ interval from Item 2 of Package 

Assigtvnent Form * b* ^ 



Multiply Item a. by Itent b* <?■ 

IiMthla altuatioot although tha total atude'nta actually njBbafad is 104^ 

tha total allglblet in tha school 1« 208. ^ 

c. If you did not Inditate on tha PStJ Control Sheet that tht 

•chool vould tubaaaplt» and aubaafipllog can be dona by you after you arrive 

at the achoolj' Itaa 2** of tha Pacluga Astignscnt Fora* for axaFpla/ would be: 

Use the table belov to deterfHne the sar^ling interval^ 
based on the total eligibles in the school. 

* ^ 
Bangs of Start Sample Range of Start Sariple 
Eligibles ffo- Interval Eligibles So. Interval 

UU$ — — SSUiU ' 2 ^ S 

J^O'220 2 2 ^Je*43S * i S \ 

22J'290 2 ^ or more S ?, 

2$2'SSO S 4 1 \' 

If not subsOTrple, oorrtplete Part of the School W&rksheet. 
If subsarrple, ccrrrplete Part D.2. 

* Part D.l of the School vorkthcat i» not to be coopletad. 
Entriai in Itea 2 will ^ary by »chool. 



I 
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In this slcuation* tht cocal nu^cr ^cllglWigi susibt used to dcttrainc 
Che iubstopllng r«Cft. Therefore* it will be KccetMry c5"?ttl^r zuke « 
count of the eocel xtuaber of* ellglbl«VOl5t^ or co project the eWproxi&jtc 
nusbtr ll»ted to detersioe the icerc nunber and taaple Interval. 

Xx the r«ige of tllglbles dots not allow tubsaspllag (that is* 
no aurt nusiber or ^aapllng Interval 1« glvan) or if you elect not to tub- 
•afiple* number every eligible atudent on the Hit and complete Part D.l. of 

the School Vorkaheet; oake no entries in Part If you elect to subtasple* 

J- 

sake no ehtry in Fan D.l? complete Part D.2 at 1q the exasplc above. Inter 
in Part D.2.a. the total atudent a nuabered ^on the Stp* 1ti Part D.2.b. the 
•asple interval used* and in Part D.2.C. the product of the D.2.b. tiacs 
I>'2,a- 

If; at the tlse you arrive At the school to select the aasple* 



nataea of addl^lotiil ellgibles need to be added the SlF and subsaepling 
was nor used* then th^se naacs can be added directly to the SLF. Hovtver« 
If the £LF vi8.,coiip]^eted for a saisple'^of students* and additional ellglblea 
need t^ be^dded, then the additional ellgibles should be ^ubaaspled using 
«t>^e starx^eaheti^d count interval specified tn Itea 2 of the Package 
Atslgnn^n^^f^. . 

4 ^ ^ Itea 3 ^ Special Instructions 

. Itea 3 oft the Package Assl^faaent Fora vlll give you special instrtjc- 
«^tlon4 ^Amn th^y are needed* These nay be instructions for: * • 

a. Partial Group Adalnlstratlon * , 
^ SoDe schools vlll have only s&all enrolloents of eligible 

Itudents bccaualf the school itself has a low total enrollsent or betauae * 
the^ grade range of the school includes only a few students in the eligible 
a^e class. As an exasple. e high school with grades 9*12 could polsibly 



hav^ t fev 13-year-old 4cudenc«^. Oaly a parcitl group tdtsinitt^clon vill 
be Attigne^ Co such school* chtc hAve fj(llen Inco che sAsple. Inscrucclons 
fo^ drtvlng Che swple for these schools vlll be given in Iceas 3 chrough 6 
of che' PtclcAge Aislgnaent Fom« 
'Ocher 

Ocher special Inscrucdons vill be provided when necessary.' 

4- leea 4 - Decerolnlog che Final Croup Sample Size * 

In Icefl At a cable Is provided for decerttlnlng che flual gfoup 

sa^le sl^e in che achool. The decemlnaclon Is based on^ che cocal accual 

ellglblcs in che school vhecher or noc «ub»aBpHj>g_ls n&ed . If subsaspling , 

Is noc used in che schooli che cocal accual cllglbles vlll be che figure 

encered In Pare D.l of che School Vockaheec; It Subsafipllag Is used, che cocal 

accttal ellgibles vlll be che figure encered in Par c DJL>c^ of che School Work- 

« 

sheec. When che final group sasple size Has been decerslned, Ic Is co be 
encered In Part F of che School Vorkshcec and beside each package nuaber In 
Icea 6.B of che Package Aanlgnaenc Forxs. A cocal saople size for che school 

h 

Is also Co be OQCered In Icea 6.B. , 
5» Icea 5 - SftC o^ Randoa Ntpbers 

A sec of randoa nuabers uhich vill be used co selecc Individuals 
for packages llsced In Icea 6»B Is provided. Koraally, s^ny nore randoa 
nuabefs chan are needed co draw che saaple In che school vill be ^ven. 
Hoveyerp If che cocal eligible* nusbtred on the SLF 1* greacer chan che 
largest randoa nusber (specified In Icea 5) call RTI l^aedlacely*. 

^ 6i Jcea 6 - Crou^ Packages ^ j 

lascrucjUons for selecc Ing che group package sample ^re given In 
Icea 6 of che Package Asslgneenc Fora. 



Ask foc Annt Clever or Phyllis Korrls. 
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^ 1. IccQ 7 V ' • ^ 

Ictm 7 rci«r» you co c^i« cbapctr of chc b4ru«1 f.or additioiul details 
on ehc uf€ of *thc Faclcagc Ajslgxiscnt Fora* 



D. Uae of Che Paclcage Asglgnagoc Forp 

'An exasple of ehe use of che ?ic1cige ^tlsnzaenc Fora co lelecc chc scudeoc 
tasple in an A^e Claas 2 achoor Ig given and diacua&ed belov. The «exaaple in- 
clud«i a coepleced Scudanc Liacing Foro; cha Package Aaaigxiacn;: Foro for che 
exa&ple ia ah^vn ac che end of this chapcer« ^ 
1. Itea 1 - Exaainifig chfe SLF for Ineligiblea 

Aa inacrucced in Icea 1 on che Faclcage Aaaignsenc Fora» che Scudenc 
Liacing Fora vaa carefully axaadoad for aligiblea and^ ineligiblea. Three 
acudenca vcre locacad vho vera no longer enrolled. A line waa dravn chrough 
cheae acudenca* naaea« * i 

2- Icea 2 - Kiaberinjt che Liac ^ 

In chia exafiple* Icea 2 on che Package Aaaignaanc Fora indicaced 
cbac che liac could be aub*ax:pled. The acarc nuaber waa 2 and che aaspling 
interval va* 2. The liat vaa aubaaapled and che aazple individuals on che 
liat were ae^ncially nmberad in col«i 6 of che SLF for a cocal of 104: 
bovever, 'aisce che aa^ia^ incerval waa 2» cbe cocal nucber of eligiblea 
is ch* achoola vaa 20$ aa decar&ined in Parr P.2 of che School Vorkaheec. 
3. Icea 3 - Special Inacrucciona 

There vere po apacial inacrucciona for chia achooL. 
km Iceti A - Deteradnina che Final Croup Saeale Size 

In^hla escksple, Ice^ 4* ^f the Facka^e Aaaignsenc FoYa raada: 
kn, Uaa fha tabl€ b^too to dsttmin^ tha final grcup sa^le sizs, 
bas^ on the t^ftat HigibU* rtcorded in Part D'of the School Worksheet* 



* £ncrlea in Icea 4 vill vary by achool. 



.< 
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U2Sd 
Z0UZ14 

ZZ9 or vsartl 



SITS 

27 
28 
29 



QUORUM 

9 

9 
20 
20 



B, If cctual €ligibl9$ Gr<"/<wj* thisn. the total of the grcfi^ ' 
scs9:pl9 size times the nurrber of p<2ckage(9} aeei^ed, determftie the group earple 
$tze by.dividing the astual eligiblee^by the mepbir of package{$} aeei^ned. If 

^final average grmcp $ize ie fMT thcsi 2S, cay- ETI l^fore proceeding. 

C. In Part F of thf^ School Wark e>^^ \ndicate the final grovp 
ear^le fixe as determined obope. In* Hm S.B belio, record the final grovp ^ 
earple eize for each package end the total e^^le eize* 

The Sttident Llitlsg Fora In thU ex^Ic conulne^ e tot«I of 104 

ntrsberc^i ellslble IndWldu^Ii^ Hovcver fl^&cC the list vu subttsplcd, the 

total actual cltgtblcs In the tchool was 208, the mi^tr entered In Fart D.2.C . 

of the School yorkahtet. Cooaequently » the final group gize for thlt tchool It 

17. Af Inttnicted In Part C, thla figure vaa entered In Part F of the School 

uorkjhtet and bealde each paclta^V^lJrcTln Itea of the Packafe Asilst»eat 

Fora. The U>tal tasplc afz/ fot the school v^s Aeo entered In Itca 6»B^. Slncf 

three packages had been Mslgned to the school, the total saa^Ae size 51» 
i 

VifTitct th|t In this e^casple^ the quorua for the final group tlze of 
17 i* "9. Thua, If 9 students do not tppear for the session, a eakcup session ^ 
vill be reqj^lred. It will be a DS rtspooaibllity to check each Adslniatration 
ScheduU after each assesmnt atssion to deteraine If the quorua specified on 
the Package Assignment Fora Is obtained; If not, a t^eup testlon euat be held. 
Quorum and nakeup sessions are required In 9- and 13-year-o2d* schools. Follow- 
up procedures for 17-ycar-old achools are specified oc page X-13. 

% 

5. I tea 5 - Se& of Randoo Nuabers 

Itea 5 of the Package Asalgnaent Fon In this exaeple reads: 



ERIC 



'I 
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' - BeloD is a set of randcm nmhsrs* Us^ ths sst of random ntffnbers 
to stlsct ths total Jw^er of students for packagg(8) listed in $^ if thi 
total sligibUs nuKb«r4d on ths SLP is greater than 22$,^ call RTI before pro^ 
eeeding, Somm roKdom m^nhers may be out^f^ra^ge^ (i-M'» the random ntffnbers 
maxj[be larger than the'm^riber of eligipUs). Ignore^ such numbers and go on to 
the next mnber. Always cross out the random numbers as they are used or if 
they are out^f 'range. Each mimbfr used donates a selected student from the 
list of eligibles you have already rtteKbered. 



44 


>9 


4 


30 


28 




$4 


27 


S6 


99 


8S 


2Z 


26 


S9 


70 


35 


79 


88 


62 


73 


$7 


28 ^27 


220 


3S* 


87 


222 


7S 


29 


42 


54 


• 83 


38 


SO 


69 


222 


222" 


20 


7 


S3 


' 43 


77 


84 


207 


m 


97 


223 


es 


2S 


} 60 


93 


26 


40 


. 22 


74 


22 


90 




80 


22$ 


2S 


209 


82 


3S 


64 


208 


92 


204 


28 


92 


S2 


i 2 


63 


32 


20Z 


222 


$1 . 


6 


32 


67 


48 


227 


$2 


228 


29 


24 


224 


228^. 


48 


$B 


86 


34 


Z3 


106 


42 


78 


$ 


88 


124^ 


62 


22S 


120 


3? 




i? 


2 


76 


20 


8 


24 


22S 


22 


200 


SS 


72 


SB 


229 


S 




72 




89 


20$ 


4S 


39 
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Th« scudcnc sAnplt for group pac1c«gc« A, 12, ind 9 <tss mccccd fol- 



lowing Che inscrucdoxis in Zcca 6 uhichtrcftd: 

Group Fodh^eis): * \ # 

A, Use *the set of random mmbers in Item $ to select the sample 
^ students for the group pac}x^e(s) listed belav. Circle the 

M 

nmber in colwsi 6 of the SLF for each selected student.. 

B. As^fgn tTte selected students to the group package(s) listed 

belcfQ in the prejw of the administrati&n letter(s) listed. The 

student vith the smallest circled merber vill be assigned to the 
• • • 

first adminietraticn letter; the student vith the ne^ smllest 
nw^r circled \>Cll be assigned to the second administration 
lett^^ etc. As students are assigned to the package(s}s the 
a3idnistration letter is to be entered in oolum 8 beside tJitf 



* 

• ✓ " * I* 

^ Student's circUd nupsber. Repeat tki9 procidurg until all 
avud^ta cri qaaign^d to a specific group pacJ<age. ' 
AdminUtraticn letter Package Hnmber ' grtw SampU Size 

^ C tor each ^roitp package to be adminietered in the achool, compete 
a Croiep Adninieij^ticn Schedule, < * ^ 

The procedures by vhlch 5l»»ttKJeati vere selected «Qd Mtl^aed to the . ^ 
«pproprl»te group p«c1uget It expl«lned la che following p«r«gr«ph*. An Axuple . 
o£ the 'coopUted Seud.oe Lltela||fo« uted co te^ett thet« ttudent* 1* ttiova ■ 

* - t " 

On the next nine p«ges« 

The' set of rendo? nusber* la Itca 5 w ex*»ined llae-by-llQe froa left to 
right. All otit-of-r«oge auaber* (»ay ausber ebove 104, the totel eligible! 
numbered 09 the SLF> oa each llae were crossed out «nd * cugulsclve totel of 
^ In-rsnte ntabers entered for each line until 51 ln-r«nge auabers bad beea se- 
lected. A line ves chea draun to delineate the "asaple" nuabers fraa the ' 
ts^le** nusbers. The stc of rsndoa ausbers then looked like thii!^ . 

44 $ 4^ 30 28 43 94 17 $$ 99 8S 22 26 S$ ?Q 

35 ?9 8$ 62 7Z S? 2S 2? ^ ZS 8? J^tf ?$ 19 41 2* 

U f3 38 SO 69 ^ 20 7 U 41 7? 84 ^ 101 ^Va 

'60 ^9 3 16 40 12 74 21 90 H TT^ W^^Sf 

13 Mr 82 J3 64 92 104 15 Tl ^2* 1 63 32 'l02 

^ 81 6 31 67* 4$ 4^ $1 ^ 29 ' 14 -HT -Hf 48" $8 
•^f li li ^42 ?8 $ 68 ^ 61 4^ 37 $$ 47 

2 76 20 8 M 11 100 96 71 98 440- 3 $$ 72 



66 89 JM- 4S 39 



All In-rsnge numbers above the tine vtit then circled on the Student 
Listing Fora In coluan ^ 



4 



' 143 



I 



, Xll-22 ^ 

After 51 ausbcTt had beea circled In coluanli/^he'^tcudjac vlch the wlLcic 

circled Ruaiber M^^HflMD' «««lsn€d ^dainlf cmiQn lecctr A. oc 

Che flr^t pecUge lifted (Mo.«4}; Ch)i student vlch Che ncxc fulletc circled nia- 

^^^S^lJp^B^^H^ wet «ttitQed Co tdainltcrtdon leccef B» or Che second 

^pt'clcaie lltced (Ho. 12); che scudenc vlch the tkexc^soAlletc circled nusber 

titans) vat estlgned co adalnltcrj/tlon leccer C; end che fCudenc vlch che nckt 

* r 

tmalUfC circled nu^r ^||p|^^} vet ettlgned co ad&lnl«t;recloti leccer A. 

This procedure vet repeectd uncll all aelecced tcudenct veft attlsned Co a 

specific adaii^tcrtdon leccer (or gtoup package), the attlgnMnc procedure 

can be tu^Arlzed at follows: 

Ntaber Froa Scudent • * Adainltcreclon 

Col trap 6 Kafflaa ' Leccer ^ 



As Instrucctd In Itta 6.C tn A4plnistrAtlon Schedula v«« prepared for uch 
* *. " 

STOup pAckAgtto bt Adalnltttrcd in tht school. Etch schtdult vss Idcntifitd 
b/ AdmlalstrAtlon Ittttr tnd'pAckagt nuabtr. In this txAKplCi sdMoistration 
Ittttr A vAS for FAckAgt Ho. 4; adalnistrAtion letter 1l val for PAcVcAge Ho. 12; 
AdaXnistrAtion letc«r C yA» for ?Ackeg4 Ko. 9« Other pertinent infonution va« 
entered on th**top of etch schedule tod the nsttes of seltctTed students* Along 
with Appropriate identifying dsts (i*e«, colusns 2*^ 3* 4. «nd 5) were r«<- 
corded. Thf SLF apd Adainistrstion Schedule were then ^eft in the ^SLF Storage 
envelope^ until the schedules vera. needed for packa|e Administration. ^ ^...^ 
7. Alternate Usa of lUndoa Kuabars/ * 

The above exa^la vai used to illus^rAte the procedure for SAvple se-* 
If ction of students^ However, in ocay'CASea it is Kuch eASier And less tisa 
consuaing to use th% rAndoa nuabers to identifjT students vho^Ara no t selected^ 
This procedure Auat be used ^ea tha nttabar of^tudants to ba lalacted for the 
•aapla is greater than 50 percent of^tha highest nuabar on tha Student Listing 
Fora. '^a procedure « using the Package Aisigna^nt Fbra at tha and of this ch^ 

tar and the SLF on the next Mga, is as follows: 

• ' . • . 

a. The SLF vaa axOtioed for iheliglblas. One student va^ legated 

who was iu> longer enrolled* - 

b. «The eligible students o;i the list %rere sequentially nuabared 

in column 6 of tha SLF for a'total of 24. 

^« ^ Item 3 of the Package Assignment Fora provides special instruc- 

• * 

V tions. Since the nuaber of eligibles listed on the SLF (24) 

/ is graater than the appropriate group eize indicated in Itaa,4.A 



* >iThis inforaation txy not be availeble if tha saaple is selected froa a 
coaputer printout. Kowtver, ^the school coordinator aay'wlsh to^ent^ the 
inforaation on the schedule tb facilitate locating selected students. 




CHAPTEfl XII PAGE 24 
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OMMITTED DUg TO CONFIDENTIALITY 
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of tht P«clug« AstlSTiMnt Fom (I3)fy7ou should proceed to* It to* 

1^ through 7. ^ 
3. By using Itea 4. A of the Ptcluge A6|lgn»ent Fdtn, you should 

determlnt that your fltul s'toup'fitz* i»^l5. 

/ * V , ^ 

? 6. Slnct 15 Is greater than 50 percent of 24 {the total nuaber of 

cllglblts)* you Bust eliminate 9 ttudeA* froa the>SLF using the 

first 9 In-range i^andoa nuaber s given In Ztea 5 of the Fscka^e 
J ^ 

Aallgnaent Fora. The rajjfioa numbers vouli appear as follows: 

^ * * * - 

21 3 18 5 24 
M- 17 13 14 
11 12 10 27 1 - 
' 7 16 2 19 2& 

6 23 25 9 4 
20 15 8 26 29 , 

d. In coXxxm 6, cross out {X) the^ 9 random nuabers; the reaalnlng 
* 15 students will then cpnstltute the selected students* Since 

— — "ohTr^n l p aeVage - l r-asylsTied^r-t^te-^eae-adminlat g A t io n le t t er 

(A) Is given to ea^ selected student. 
8. Shortafte*of Rando^Kuabers 

Whether you use the randon numbers provided In Item 5 of the Package 
Asslgnbent Form to select satiple students or- to eljlalnate naaes of students • 
no^ se^ecte^ft you twst have as nany randoa nuabers as there are students nu»- 
bered on the list* If you have fewer random numbers than ^udents numbered^ 
call RTI before proceeding* ^ ^ 

E. Shortage of Ellalblea In a School 

Before selectln^^ the sample In a school, check the nuaber of ellfllbles against 
the .number of students needed" to select the total sample. If the nw&er of ellgl- 
bles Is less than the total of the group size times the nuaber of psckages as- ^ 
.signed to the school, follow Instructions ln*Iteo 4.8^ of the» Package Assignment 
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■ « 

' ",. f. i^^^l'ttonkl E» fi"-'>« Pt«cov«rea X . ^ ^ . 

■ If-i; . r.re c... yo, di«ov« *ddltlon.I eligible. InJ s<,hool ifter 

Chen call RTl* /or Instruction*. ■ . " . 

p ■ r^. Student Sf-T'' " ^ . . 

' During Ye.r U. the-cheSule cU. for the .«ple to be.Mlected in .H 
■ 'Age'Cl..* 3 school. ...igned «re th*p tVo p.cV.gei vhen tjle DS i. in the 
, PSU to 'conduct Age a... I ...e.«.ent.- Thi. procedure w.. initi.ted to 

.now «>re -t^^. foi Ag* CU.. 3. .'chooi. to ,re,.re for ...e...ent. , Hcveve.. • 
. U Will «<,uire Vu^Wrr .o lct«l ...e,.fcnt in ^ Age CU.. 3 .c^>oU to. 
■^'^^ \u .tud<«t »y .«tng .tudtnt. who «y h^.ve enter^ed ^ Jr^hool 

U'le ^ Elected «d to reoove fco. the .tudent ..nple tho.e 
.t^dlnU vho .re n^longer enrolled in the^.chool. Student, vho enter or ^ 
le.ve the .chool' .re n« to fee .dded to or .ubtr.cted fro- the nu,ber^ 
eligible, entered iJ P.rt D of the School Worfc.heet. vn>en the origin.1 
.«pXe i. .elected in J.nu.r, or Pebru.ry. .n .dditio„.l SLT .nd .11 Aduini.- 
t,«i;n Sche<rule.wia;. Uft with .chool personnel. They will be i.lced to-li.t 
. on the SLr .11 eligible .tudent. enter the .chool bet-ee.rTh.t ti»e 
. .nd the ti«e th/ DS return. .conduct the ..^...»ent. They ViU .Uo b. 
..ked to cro../off the Ad«ini.tr«ion Schedule, the n.»«. of .ny .elected 




A.k for Ph\lli* Cle».r. 

** Age CI... ...igned one or two p.clcge. wy 

Age Cla.. yor Age a... 3. ^ ^ , ' 



Age CU«« 



i5i ••• 
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•cud^c who le4vc« durinj ch»c period. These fonu^ together ulth « ipeclal 
' UcUtt A<8ignocnt Forn will be uted to \*pd4te the i^udent Mople. 
1, Original Student SappI^ Selfttion ^ 

•the student Mcpl* In Age cLst 3 school* is to be sele^teJ using ^ 
Che procedures outlined in Section D ofttiis* chap^r. A^ter ssaple selection, 
Adalnistrsticm Schedtiles «re to be completed (see SecAon H.l. of thi, chspter) 
and left with the SLF And the School Worksheet with /arts A-D completed in 
the SLF storage envelope vntU you return to conduct assesstaexit. You are 
' CO le»ve *n «xcr* SU for school pertonnel to list new eligible »cudenc« 
who enter the school. This special SLF is princtd on goiaenrod paper to 
distinguish it frM Che regul.r SLF for Age Class 3. For student^ listed y 
on this SLF. it will be' necessary to conpleca colussas' 1-5, If students 
listad on the Adainistration Schedules l«av«"the school, ai that is re- 
quired of the school is to cross the nss* off the schedule and enter in the 
• I.D. nuaber space the reason ^or leaving, if known (i.e. transferred, dropped 

out, graduated, etc.^.- 

2, Supplcaentarv School Worksheet ' r • 
^ If any new student is entered on tht special SLF or a student's 

naae has been crossed off an Adalnistration Schedule, enter all pertih^nt 
data 'on the Supplementary .School Worksheet (an example is included at the ^ 

end of this chapter). ^ 

a. When you arrive at^tbe school during Age Class 3 to update 
*the sample, you should screen the list of neu student* for 

any inefigibles. The nuaber of ineligible* vho have entered 
' should be enuaerated by type in Part l.A. of the Suppleaeayry 
- ^ School Worksheet- • ^ 

b. In Part I-B.i the total nunber of new eligibles shou^ld be^ 
entered. ' 
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„„.t.r of n.«-ai8ibl« Who .« «le«ed £0. p«ticl)p.tion 
. .bould be .«t«.d by P.cfc.8e ««=ber. eligible, .hould 
s*l*c«-d i«to the the procedure, giver. In 

C.3 «d .hoUld be .dded to the Adaipi.'tr.tiot. Sch^iule. 
The nuaber of eligible, who were origi^Uy ^« 
p.rtlclp.tio« but wha .re no longer enrolled should .1,0 
be li«ed by the-pacUge t.v«b.r " which th.y were .silsned. 
They .hould. however. /divided into .vo ctegorie.: tr.«- 
■ . urs «d withdr.w,l/ther t»un «.».fer.. The fin.1 group 
Size for e.ch p.ck«e nu.t .1.0 b» .fevn. even if there .r. 
* • no addition, or deletion*. ^ 
3 t.r.,^rir., I6r Vr- " School 

If eligible student, have entered .he school between ..«ple .election 
.„d actu.l-».e..««. e«er the n^r in P.« X-B of the Supplenent.^y School 
Wor>.he.. .nd follow .he procedure li.«d o. the Special P.c^S- -.isn:.«t , 
ro™.* Thi. fom co«.ir.. 6 ite.. which are di.cua.ed below. 

a. Iteol - Thi. ite« ir..truct. you « u.e .thi. f o« only if addi- 
tion.1 17-ye.r-old eligible, have e«ered the .chool. 

b Iteoa - I»» 2 ''^ °' 

„.de«. for i.e;igibl«.. If i^^n.i.U. are di.covered. enter the ..ober in . 

',.ch category on the Supplementary School Work.heet. ■ 

c Iten^ - lte« 3 provide, a "ble for determining the »u.ber of ■ 

.dditional eligible, t; be .dde. .o the .t.dent .«=ple. Thi. table provid.. 

, n If Dore than 50 additional eligible, reaain 

for up to 50 additional eligibles. If nwre tnij jvi 

on the li.t afte; .creening. call RTI before continuing.- - 

T- exat^le of t hi. for« i. given at the end of thi. chapte^ 

**' A5k for Phylli* forri. or Anne Cleaner. _ 



d: •■ loea A. - A Mt of r«ndoa n«»b«rt i« Slven In Itea The«e 



auabcr. will l>« used to select the nunbet of -.Wltlon.l ellsible. to be 
added to the »tuden6 s«aple «t determined In Itea 3. The r*ndoa numbers ere 
/ fto be'.used «s Instructed In SectWn D of this ehspter «nd wist be used la the 

' ,'«e asnnir ss used fot the original We; i.e., either to select the s«ple 

student? or to cross "off students not selected. 

e. .It«tt_5 - In Itea /ywi >re instructed to ssslgn the selected 
students to the-p«iksge(s) assigned to the school. This Is doi>e In the saae 
aanner.as for regular selection^ The package ^nlstr.tlon orderj 

. ^hovever. Is the reverse of tfiat appearing on the original £om! After "wdents 
,^ve been assigned ^o packsges, enter the students' naaes and Identifying d»ta 
'I on the. original Atelalstratlon Schedules prepared for each package niob^r, not, 

^ . adnlnlstratlon letter. ' • • . . , • , 

l\ Itea 6 - Itea 6 re^feri you ^ this chapter of the b«»«^ «or ^ 

addltlpoal Instructions on the use of this fora. 

B. A8«es8a«nt Scheduling ^ ' • 

When M«P1« selection he's been coapleti^ In a school, schedule assesr^eoC 
• sessions for each package to be adi^nlstered In^e school and coaplete tb* . 
Adalnlstratlon Schedules. TW. icheduH for P.c4«e a£»lnlstratlo6 In the school 
will have "to be worked out wltj^ the school principal or coordinator according 

"to the space available- 

1. Coapleang A rfainlstratlon Schedules '. , 

.to AdSlDlstratloa Schedule Is to be completed for each Package adalnl- 
. ' .titration scheduled in the school. This fora U printed" on HCR paper with .4 ' 
or/glnal t/'eoples. 'ihe sacond (xellow) and third (plnkj sheet, 'ate per- 
the part of the yellow or pink sKeet with the iliaes'of the 
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Students J given to the .school coordinator or the principal*. The right 

^ other pI^<; '(yellow or pink) with tha students' naae should ^ . 
"dMtroyed aftes aaaessaent. • 
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p«c'o£ th. yellow .nd pink copl« «* noc b* b* d^.ch.d un.ll .£»r 
p,cug. .»Mnl.tr.tlon. Sp«. 1. provided on th. fom « «»r the .c*.daUd 
d.y. d.t.. .ir^, .nd roci « b* u..d. th. n«b« of ««d«„ .«lgn.d « t.k*^ 

.h. p«lutj.. th* .dalnl.tr.clon let.t.r. th. p.cl«g. nu«b*r, PSu t«nb«r. 

•Chool nuab^r. ".nd the nuaber of the £A who will .dalnl.t.r' the p.cj«&e. 

Sp.c« .re provided to ll5t 25* .tudent,. Sp«« .« .!« provid.d to'r.- 

cord the icsal d.t. .nd tl»f of p.cfcage .dalnl.tr.tlon .fter the »e.»loa 1. 

For ..eh .d=j5r«T.tlcn. you .r. to enter the l»for«tlon .t the . 
cop. Be .ure'th.t the p.cUge number you* e'nter 1* the correct P.cU^e »^ 
b.r for the .dnlnl.tr.tlon letter. In.truct the £A to edter e.ch .elected 
,tu3enf. f««. roosor «ctlon (if given). gr,de. .ex. «d blrthd.t^ In 
tlT. .P.c« provided on the Croup Adntnl.tr.tlb« Schedul^. In cp,pletln* the 
C^oup Ad=inl.tr.tloa Schedule. extr«>e ere au« be t.ken to .s.ure th.t the 
Audent^tered on the .chedule are selected for the P.cfcage n«ber for 
vhl\/^.cb.dule^. be^nj cozpleted end th.t the inforptlon tr.n.f*rred 
£ro=, the SLT to the .chedule (colv:^ 2^ 3. 4. .nd 5) 1. for the .tu^ent 

luted. < " ^ 

When you and the EA h.ve co^leted the Ad^lnlstr.tl«. Schedule.. 

det.ch the left h.lf of the,y^lov or V -py for u.e of the kchool coor- 
dinator. The right h.lve. ofTfef yeilov «d plnlc copie. .r. not to be de- 
t.ched until .fter p.cluge .d^lni.t ration. Store all .cbedule. In a «fe 
puce a't the .cliool.Mhe original, with the right half of the yellow «.d ' 
pmv: copl..*attached. 1. to be' given to the EA prior to P.ciuge adalnl.tr.tlon 
2.' »f'Atoinl.r r.M»« schedule- o^Htv Check* 

You =u.t perform a quality check on the Inforaatlo^ coded by 
EA. in Colv«.. 3-8 of each-package ^fter package adalnl.traclon ha. been 



the 
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coBpltted In « school* Since this check cannot be m^dt without the* Adsinlttr*- 

tlon Schedule which cannot be reaoved froa the school site, the schedules are 

designed to^rovlde a &«ans of cbecklns the Information coded on the packages 

without returning to the school* which I5 often li^ractlcal. 

Colusas nuabered 3, 4» and 5 on the Adalnlstrstlon Schedules are 

provided to record froD colussns 3, 4, and 5 of the SLP the grade, sex, and 

blrthdate of each student listed on the schedule. During package adalnlstMtlon^ W 

the EA cust enter on the schedules the ItD- Huaber and race for each student 

participating in the session- <Be sure that you have entered above these coltons 

the psckage* PaU, school ,^nd EA ijusbersp) 'Vhen an EA has completed package 

adainistratloa\in the school/ the date and tlae of adninistratloQ Is to be 

entered. The right half of the second sheet can then be used for the quality 

check* By nstchlng the psckagei PSU< school^ and nusbers recorded In the 

# • * 

tot* section 3f fesch ietfcchaacfit, /ou wi4l hsTe all^he inforcstlon needed to ^ . . 

check the EAj' entries in coltras 3-8 orS the cover j>age of each package 
administered* Since ^he nases of the students do noi* appear on the detach-^ ^ 
Dent, these foms =ay be taken froii the school prealsea. All original 
copies are to be placed in the storage envelope with the 5LF and counts of 
ineligible students. The right half of the yellow copy oust be sent to HRC 
with the cbapleted packag'es^^the right half of the pink copy oust be s^nt to 
KTLwlth the School Worksheet* 

The DS has the option of checking the packages against the Adainis*- 
tration Schedules or of usfng the detachments for this purpose* All packages 
adoinistered nost be checked by one of the»e_prccedur^8 , 
3* Appointpent Cardi 

Soae schools aay,prefer*to Appo^intnent Cards to notify the st^ents 
of the tlae and place of the adainistpation tcsiion while other schools =ay prefer 
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CO notify chea b>^ocher taeinft. Chtck with tht principal or school coordlnacor 
befort filling ouc «ny AppolncaenPc^hlt. "If chey prefer Co use cbe c*rd«»--^ 
Inscrucc che £As cp cooplece « ctrd fbr «jch scudtnc Useed on j11 Adaini«cr*«- 
cion Schedules* You should thtn glvt ch« cArds co chc coordln«cor for ditcri- 
bucloQ CO Che tcudencs. If «ny ad&lnlscrtfclon* Ar« tchtdultd for chac dsy* mIc 
Che coordinator co be sure chey ere di^crlbuced co «che scudencs In cl&e. The 
coordlnecor can besc deceraine hov fer ahead of che scheduled adolnl scree Ion 
chi^car^s should be dlscrlbuced, end you should leave (bis co hl^ dlscreclon.- 



I. Scora^e_Qf forae 

Before leaving che school, be sure chai^ the SU (or cocput^er pVlncouc)» 
Adainlscraclon Sch^dules» sod Ap^olncaeaK Cards will be scored in a eefe piece, 
vlchln che school. These foras (eaocept for che accachaencs froa cbe«A^als- 
craclon^ Schedules) oay.noc be'caken fro^ che jcbool.^Aslt che coordlixecjor ^co 

keep che original npies of che schedules uncil needed by che ^ for adadnls- 

# 

cracloa of a package^^ . . 

* 

, After All packages have been ad^aniscered 1ft a school, che SLF (or cospucer 
prlncouc) and che originals o£ ell AdalnlscraclOb Schedules are co be placed 
in che SLF scorage envelop^ cogecher wich che Count of IneUglble Scodencs and 
lefc ac che school. ReaiwJ cbe pertoti wlcl^ wWoo tf« tnvelope ft lefc c^ietHt^e 
^oacerialrs are co be ^escroyed in six Donchs and a poscsl card recumed co^I.^ 
The projecced dace 6f descrucclon should be noced on che icho<^l celendar as a . 
rea^n^er co descroy che aacerlals. 
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EjriMATEp P£RCE^^ACE OF 9-. 13-. AND 17-TfSAR-OU) STUOEKTS ENROLLED IK 
VARIOO? GRADES ACROSS THE UNITED STATES* ^ 



Esct&A»<f Pjereencagt of S-Yc«r-01d •/Grade Uvtfl 
Cr^d^ Level Pcreenc ^' 



2nd or lover 
' 3rd 

5th or higher 



1.0 

• *r 23.0 
• / 

* ' 75*0 
• \ ^' 1.0 
Total 100.0 



1^ " E»tl=*ted Percentage of 13-year-Oldf/Grade Uvel 
Crad*^ level * , 

^ch or Lover , \ip 

. ' 7th * 25" 0 

« 8th • • ' ^ 72*0 



9th cr hygi^tr 



Towl 



" i:o 

100.0 



Es'tlucet Percentage of l7-Tear-01df /©TaSTl^vel 
, Grade Level 
9 th or lo**t, 
lOtl} 

11th 1 
12th 

To^ 



^eretnt 
2.0 
13.0 
^ 74-0 
U. ,0 
idbfO 



Estimated fra& !Utl6iie]!|Aifefw«aC data averaged over the flrat eight jeara 

m ^ 



( 



y 



SCHOOL votxsvm 

• (CMplttS^ for t»ch icbool for vhlch jog rcc«ivc « ?«e]cjtt/tti|S^«Qt fo»>-^ , 
rStJ VuBbftr . -Sci^oql V\Bbir ^ 

CovpUtt ?*re« A -p^O oolj <ft«r crot«i&|f out Dtt«« iof «tad«aei lUCtd on lb* SU vto tr« 
^ftliflblt for tav^rtMoo. * ' 

jL Eotf ttvd«ot« vtr% Id4&tlfic4 tb« school us 

I. lk{A-Efi«U*h t^4kln|t 2. oat '3. ruactlosullj dl|»viJst 

MAj MM* vtr« cros»»d CMC for^tCodvaes: 

1. Wlth'OMt'-of-r«itt blrtbdAiut 2, Vo Ion««r «croll«dt * * 

3. Whp v«« Invliflblt for asj oibtc r«A»oo(t)t (Sptclfj r«a«oo(«) In ?trt F*)- 

C. VbJC vu ib« tourc* ««td to coapltct SUl 

^ 1» fbb«4aplla| pot us«d: ^ ^ 

^ a. Total cowat of •IHlbl< icudtnta il*tj»d o?i SU ^ ' 

2, Sub««s9llns JUJtd: . 

^v»» Total -^ouat of till lb It itti^catt lUttd on SU *- 

b. Enbtt^npl^i lattrval fro« It«» 2 of Paekayt Attl^sMiit Fotb b. 

c- Moltlplj It«tt t. by Itc* b* c. - 

E, CoBpltta 4^t«r packa^ta b«v« b««a admlalitar*d In tbt achool* 

?kt. Vo. • ?kt. Mo. Pkt. STo, ' P1l«; Ho, 

go, Co^^atad go._ Coaglatad * Kq._ Cocplatad »o^ Codglatad 



?* ladlctta aaj pf^Iaaa ralatad to ari^Ilc^ or obt4pilai ^W«M. Explain Id full Vha& 
an aaaifnad packa^a adalniatratica la not yivan* Ixkdicata atlf-idcntif lad aoaraadar« 
bj pac^ia and ZD n^ari.i (If additional tpaca la naadad, contlnua on^a aaparata 
abaat and attach to tTI coplaa.) ^ 



■ 

?■ 



C* Coordinator 

^latrlct SuparvUors . &»ta Co^laCad: ^ 

Dlapoalcloo; tfhlta copy xo KXC; yallotf and pink ccpia« Co W Imadlataly vpoo 

^ collation of all ^ric In th« ?SU; foldanrod copy rttalnad by Z>S. 
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dupplepcncary School Worksheet 
PSU Kunber* $chof>l Kwsber > DS KAcie _ 

■ r 

1* School Dtt4 

A* Kiabcr o'f new ineli^blet by type: 

Koo-£QSli«h «pe«Kiitg * 

dR • 

FunctXoiulIy dis«bled * 

Out^f-ra^e birchd«ce» ) 

"Ineligible f^r Arty other retfton 



\ 



(Specify re«»on(i) in Pare ?• of School Worksheet) 
Totxl number of nev eligible* , 



II* PacVcAge Pat< _ 



Ko. Of Kev 

UcVMZt Eligibles 

Nuaber Selected 

1 ^ 

2 

3 

4 

5 

6 

7 

8 

9 

10 



Ho. Of Selected Student* \ • 

No lottflg^ Enrolled Finil 

Nos Of No. Of Witbdrmis Group 

Transfer*- For All Other Rgasonfi Size 



11 
12 
13 
U 



Ditcribucion: Xecurn Co RTI vich School WorVcF^tc 



/ 
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.CHAPTER Xil PACKAGE ASSIGNMENT 

« 

FOEMS 

OMMITTED DUfi CONFIDENTIALITY 




KATIOKAL ASSESSKElTf OF EDUCATlOUALfPROCRESS YEAR H 
-TEAX-OtP SCHOOL PAGTACE ASSX^KUDfT FORM 

DS Ktfift: School Vmt i 

*PSU Nuaber: . Addre«»: 



1979-80 



School Nmbir: 



Spcdil Settloa Co4e! Telephone: 
Pr Inclpal : . \ 



Coordinators 



(Checl^ «ppllc«ble Inttruccloaa iQ lefc-h^oi^ coluen^} 

* t ^ 
1* Perfon the follovlii$ steps: 

A, Cxaalne the list to be sure ellglbXes Keve bees Included /or eich 
^* Sride In the schools 

B. Cxealne the list for Inellglbles (ou^-of-rsnge blrthdntes, £KR, 
^ non-Easllsh speeVlng^ ftmctlonelly dlsebled students^ students 

* listed more thMH once)* 

C« Exclude «11 lsellslble« froa the list hj drtvlng « ll&e through 
their nsaes^ 

^ 2^1*^ SubSdpllDS is Qot^to l)c/u8ed* Kuaber the eligible Indlvlduels on 
the ll/t« ^ Cooplete T^t D.l of the School Voiksbeet* 

-•. * > 

2-2» Thft 9«apllQ$ interval Is ^ , If the school hss previously 

tubs«X3^1ed« ntsaber every line «nd* complete Psrt Di2^of the* School 
^ Worksheet. If the sahool hes not 'j^revlously subsftspled^ stsrt number- 

J Ing with the — iudlvlduel end ntober every 

V eligible on the list. Cooplete Fart D.2 of the School Worksheet* 

2-3 Use the tsble belov to determine the ssspllng In^rvA^ besed on the 

total ell^lbles In the school. / 

* RAtJCE OF START SAMPLE * RAKCZ OF START SAMPLE * 

* ZLICIBLES NO. :.*TERVAL * ELICIBLES NO. INTERVAL * 

* - * « * 

* - . - * 



* - * * * or ©ore * \ 



If*Qot subsaaple^ complete Fart D.l of School Worksheet. If sub- 
sasple^' coQplete Fart D.2. 
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. 3-1. SptcLl lottruetlonr: nmr. ? * ' ' ' ' ' ' ' 

_ 3-2. Sptcial tajtructfoat: Thi. i. ^ 

pre«eat» P*c«g€u; to tb« tlXglblt «tiKj«ju 

Bt If the <cbool hms no tliffit^t* a ' ' 

P«rc D.l. " toterlat « "zW in 



*. D«tealain« tb« fl«l gro«p ,«pi. 



RANCH 07 -CROUP 

EUCIBLES SIZE <^Omi ^ - 



Qore 



•«aplt .Ire by dividing th, <*• troup 

^ ^ ^cup .«pi. .1.. ^ J;; ts^«:iXit,Lr^ 

Joe mab.rt th«T uted or If tS, !* ^! out'th, r«a- 

•IrMdy Biab.«d. •"glble. yqu h«Y, 



1^3 



4^ 



■> 




0 



* 


'ft 






— T- trrr — 






























9 






* 




f 






















i • , 




K 

. 1 » ^ , — 







4 

/ 



Group ?ac]cAgt(<) 
A* 



Ufltt ch« k«c o£ riridoa mntxrs In ttca 5 to islcct tl)* ««fiplt 
flCudtatfl for tbc ^roxip pmckj$<(«)li«t€d b*lov. Clrcl« th« 
au&b€r In coIubo 6 of jt^t SL? foV^^ach i«l«ct*<l atudtat. 
Atfllgft Chtt fl«l«cced studtsta to tb«^pisp p«ckis«(i) Ilitcd b^lov 
In tht order of tbt td^lnlJCrAClop lc&c«r(i) l£it«d. lh< itudtst 
with tb« s«mll«at ^circled niab«r yllX b€ aitltncd t6 the flrat 
ftd&ioljcriicloa letter; the etudent with the next laelltit otisber 
circled will be^ eselgned LO the,.^j£ond^ edRlnietretlon l^,t«r» ^ 
etc. Aj ecudcnte ere eaelfned t^iVe peciLig«(i)y the edmlnl^ 
Crmtldn letter is to t>« entered la colm 6 beside the itudcst^s 
c4ircle4 oisaber. )Upest',tbls procedure latll ill itudenti sre 
sssisnt^^to s specific ^oup p«c)!st«# 



I , > V 
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1P4 



AdnloUt^tlon Letter 



PecVctst Mvi&ber Croup S^npl* Size 



V • 




TotAl 



C. For eech gSbp ?«ckagt to b« idatolsttjtd lo the ichool^ ccoplet^ e 
C^ptip A^slnl^K2$lOT Schedule* * 

1 

7. See Chapter HI of the DS Hanuel fdr eddltloftAl Inttructloni on the u«e 
of this ^ora« , 
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XIII : miNIKG AND SUPERVISION OF EXERCISE ADMINISTRATORS 

« 

It Is vitally iBporttot Co the success of th«r KA£P project that all pack- 
age adalnlstratlon procedures be conducted In a standardized canner. As a 
District Supervisor y you have a key role In this regard. You nust constantly 
stress the requir^emtnt for total standardisation to your EAs and take the 
necessary quality control .oeasures to insure that they bosply. Tou aust also 
stress to your EAs that the confidentiality of the HAEP materials and of the 
data cMlccted mst be tuintained at all tlaes. 

■ *■ 
A- General InstrucXionS « 

Exercise Adplnistra^rs vere' authorised to spend up to one hour studyini 

■ i 
the EA Manual before assessaent and should have ^ general idea of the tasks 

required of thea. Tou should spend up to tvo additional hours training your 

EAs In package administration, inistratl^^ Instructions Manual has been 

prepared for your use In training EAs and for tfieir use during assessaent ses* 



sicns. It contains instructions for the EAs to use for package a^inistfations 
racial identification suidelines, copies of the Background^ Questions toge^er 
with instructions for administering and checking the»y and codes to be ysed 
on the cover page of the package. Give the EAs the Adalnistr^tive Instructions 
Kanual prior to actual EA training. * 

During EA training, all procedures set forth in the EA and Adainistlrativc 
Instructions Hanual csust be covered. Train the EA in the use of the tape 
ra^gtder and stisulus tapes and desonstrate the adainistration of a package. 
Never peralt EAs to adalnlstef a package without training in package 
adainistration. i ' ^ 

- ' — ■ s • : - 



ice 



1" 



«n-2 

/' 
K 

During Che crainins of EAf» emphasise the necessity of bein^ on cine 
for scheduled sessions and of adhering co comiCsencs cade by you co school 
officials* ' * • 

You nust observe che f irsc package adninistr^cion ac each age class b)e 
each EA- After the adainistratioa you should critique it wij^ the EA and 
train further if there ttere prQbleas- 

Early in each assessnent^ after other scheduled tasks have been coapleced^ 
you should again visit your EA's so that you can review with thea package 
administration procedures and their coopleted packages* Cosplete this 
review as soon as possible after the EAs have completed several package 
adain iterations so that you can clarify any aUconcepcion they nay have 
and call to their attention ^aay oaissions or errors in the coding of the 
packages. If possible , visit your XAs each ^ay they work during the assess- 
B«at. Reviewing their ccepleted Uork on a regular basis is l^^ortant* A* ^ ^ 
you feel it is necessary, you nay observe dr tape rejcord sessions to insure 
quality administration of pacf^ges. « ' * 

Give Vour EAs your not el or hone telephone number^or routine and 

t 

e 

emergency use. If you are staying at^a notel» leave instructions with the * 
BOtel telephone operator to take nessages; check peri^ically during the 
day for nessages. *If you encounter emergencies you are unable to ^handle, 
call your Regional Supervisor. 



-B. Training in Package Administration • 

' * * # * ^a 

The instructions for package administration are specified in Chapter HI 

of this aanual and in the Administrative Instruction^ Manual. Prior to 

• beginning specific instructions for package administration^ train your EAs 

thoroughly in the use of .the tape recorder and stimulus tapes* Instruct 

f them to test the volume of the recorder b<^fore the students enter the roon 
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> 

R«vl*w with .th« Eju eh. ^ ' ™»eatt. 

«iiQUtr«tlon when it Appears th^t *ii 

- ...... «. „ :l ::z:t' * 

^^^^^^^^ 

.* Ih« r«i4i id«Elflc*tl«, code aust I, 

- " .^u „ 2 " .- 

• student continues th* fi k i. however, if the 

•.Mucs, cnc EA should eik th* j 

« «K tiie student to Itsve t^h^ • 

«^^.« .a„a« „ . " 

- — " - - ». : 1: 

*» tne rooa Bey cast 

• oouoti on our mtAts^^^*, 

" " .... „ „ ^ 2 " 
...... .^Jl^"^ . . 



. A^rM collection o£ the hlgheit qu-Uty. 
lAs loiure C»t« coiiecs.* 

C , ^he — '-r--'^ Question. 

. . « ^e'EA. to .dninuter «d cheC, the 3.cl.8rou=d Question. 

Instruct Che tA» „ 

. \.tlon. given 1« the Adnlnl.tr.tlve Instruction* H«>u*l. 
.ecordlos' to Inetr^tlpo. given . , 



Kubber 




•„„.„ ... « • " . 

„„t . .t.te or territory (e.g. . Portl«d). 

AS o«uw* B»ckerouad_Ouestl02S. 

"Before '<<«nistfian 

S£5 ^" , . , responsible for 

Fineny. ple«e re»e«ber th.t you 

•checWns'^y-rEAa' Wetedwork.' 

5ZEl2Bi-a ^ -. r-; . ^ 111 „d •- ^'^e l^t>ort«>ce 

.e;^lew With the EA. Section B.5 of Ch.pter . 

nf >T pl«lt>lr n "V"*^ g1tu*t^oM — . 



2» 



1 

. 1 O". 



f.tu to coaoltte. If the EA <io« not know the r*«on for 
♦noncwpltt'ion. th* «try'oa th* cov« p.g.^ould b. ••R.'i.oa Unknown". 

Strett .1.0 th.t vh.« EA. .re. writing on th. cover p.ge the, .r. not to 
.,writ. ln*th* block, .nd ov.l. on the cover of the p%ge or la the left 

B.rgln« • 



E. Coding 

The coding inatructloa* for the cover p.ge of the p.ck*ge. .re given 
» in ^fer IV of thl. «nu.l «d In the Adalnl.tr.tlve Inttructlon. M«u.l. 
■Ihfe ln.tn.ctlcn. on coding the cover p.ge .hould .tre.. th.t e«re=e 
ere «.t be t.Vto In cpdlag the 1^or«tlon on the cover p.ge f roa the 
proper line of ^the AdMnUtr.tion Schedule. The I.D. N«*er-l. ».ed to 
«tch the p.cV*ge. with the correct line on' fh^^Adninl.tr.tion Schedule. 
Teu w.t enter on the Adaini.tr.tio* Schedule, the PSD «d .chool nunber. ^ 
' to be entered 'in Col«n 8. Both n«be<.' .re .pecified on. the P.ck^e 

jU.isna«>t.ror;. School, .elated for 9-ye.r-old ...e..»<nc .re arj^tz^ 
■ .^BSS: .chool. .elected for 13-ye.r-old ...eetoent .re numbered ^^M"' ' 
.chool. .elected for l7.ye.r-«ld ...e.snent «e n^hered^U ^<=^'>^^ 
.elected for «re th«. one .ge cl.« ...e.^ent vill^ have different .chool 
n«her. for e.ch'-ge cU... Be .ure the n«»b.r you enter on th. Adnini.tr.tion 
schedule. U t.ken f rw the Package A..ignaent Fot^ for the .ge cU.. belnk 

usesscdl ^ 

Crefully revi«. the fir.t package. ««pleted by the EA. to .ee th.t 

. the coding U properly don. «d th.t the .h.ded oy.l. .re d«k «>ough to 

be »«chln* scored^ , > - 
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XIV. AWIINISTRATIVE PROCEDURES - DISTRICT SUPERVISOR 

w * 

A« Introduction , 

c 

Thli 'section of the District Suptrvlwr's KinuJl w«» prepared to provide 
Mch District Supervltor ulth detailed Inforcatloo on travel pollclec «nd ex- 
penses «nd to outline specifically certain *dalnlstr«tlve t»tks which vlll- be 
the continuing responsibilities of eech District Supervisor. If you encounter 
probleas relating to »chedullT;s and fl»c4l operations for which no solution 1» 
offered In this chapter of the canual, call your Regional Supervlaor for guidance. 



T 



B, Aasessaent Adalnlstra tivc Ret>erta ^ 
I. Tiftc Reports 

Since you are handling supervisory responalbllltles and are In a cer- 
tain Inccoe bracket, you are not subject to general wa^e and hour lavt. However, 
you eust account for each wrklag day In order to provide the central office 
with a record of your tise »o that an allocation of your labor nay be sade to 
the proper account a. 

Tour working oonth, for accounting purpoaei, vlll bo conputed In boura 
by multiplying each non-holiday weekday by eight boura. Kany days you aay have 
to work In excess of eight hours, but you Kive to a^rcount for only eight boura 
since overtlai r;ites are not Involved. Thus, each working day you will record 
on a Research Triangle Institute Tine Report the n^^sber of houra (based on 
elght-bour^rkdaya) that you ^rked oif the project and the nuaber of hours ^ 
which are to be charged to vacation, sick leave, or other actlvltlea (emergen- 
cy leave due to death In Isedlate faally»..etc.). Froa tlae to tUse you i=ay be 
asked to work on 'soae pbaie of NAEP other than the regular assessment. ^In each 
of these Instances you will be provided with the proper project nuaber. It will 



i 
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be your respontlblllcy co. indictee how you tpenc t.ch vorkdiy, b«ed cn righcv 
Hour* working day.. .An exaaple of * properly cc«ple«d RtI Tl«e Reppfc U .hova 
on cbe nexc pige. ^ 

Tl»« report. Wll ht «nc co you befor* the btgltalng of th. p*rIod» _ 
" chey cover. Th* co bt «couo«<J for Wll .Iwy, b* encer.d ,c m. You ^ 

.hould co:^l«e ch«. properly;,^ ch«, .„d «tvd ch« co WI » che end of 
cich period, 

^ OTI will «il your p.yroll check the' i„t ^rki^j a.y ^f Mch «ach co 
your boa« .dd're.. or co your b.nk for depo.lt. If you prefer the U«.r .^rang- 
wnc, you au.c provide WI vlch «y special rulllng or lundllng i«cruccloa.» 
Including baak depo.lt .Hp. if required, 
2- Weekly Statu. Repart * 

Tl.. District Supervl«r Weekly Stj^ Re^rt 1, d.rfgoid to provide 
ceatr.l .t.ff with d*« Mce..'.ry for pd|Heport. .««5 Wth * .^ry of 
problem etvcountered (if „yV a Weekl^R, Report 1, to»be* s,H*d to m 
l«h week you work. Should you work In t«o or.=ore PSU. durlog . („ of- 

ten <Acur. m .n SMSA .re.) you'ou.t .ubalt . .epir^t* report for e.ch PSD in 
which you «,rk. Follevln, .re la. t ruction.^ for completing thl. report/ ^ «- 
*apU of . proj^ly coaplet.d report 1* sbowj'on p.ge xrv-7. . 
.. Heading ^ 

I Enter your mm, tfcj d.te (begltmlog Wth ^h. Suaday of the week ' 

Cove«d by the r.'port), the PSU number, .nd j:he kg* cl.„(e.). m the .p«ce 
provided. 



b. P.rt A 



(1) Coliaa 1 - D.t* - Enter the date for each day during which 

you drew .aspl*. or you or your Ea. .talnl.tered %ny p.ckag*.. 



«V-3 , 

V RESEARCH TRIANGLE /NSTITUTt 





/ ■ 



(2) Coluzan 2 - School - Thli coluam refen only to ptckagt td* 
* nlnl St ration , tnttv the school nuabcr(s) In which jrou or 
your EAs sdalolstered paCksgss. Only on^ school nuabsr is 



t ' to ht entered ?er line. 

(3) Col\sn 3 - DS AdniDlstrstioa| - &iter the total nimber of 

^ package adain 1st rat Ions you completed on the date Indicated « 

^ • (*) Colusn 6 - EA Adalnlstrstlons - Enter the total nuaber of 

^ * package adalnlst rat Ions your EA(s) conpleted pn th8*date 

Indicated. 

I ' . (S) Colusn 5 - Tctal Administrations - Enter the sua of DS 

• ^ * ' and EA administrations on. the date indicated. 

m * ^ . ' 

I (6) Colvcn 6 - Samples Dravn ^"hool Ku&ber(s]t/^Znter in this 

I ^ K 

I section tjte school niabcrs of each school in which a sample 

i is dravn on the date Indicated* Kore than one school nua* 

bcr nay be entered oo the same line* « 

(7) Enter the s\£3 of the entries of Colusas 3, and 3 in the 

%< 

TOTAL section located at thk bottoo of each colusn* 
Administrations 

Entries are to be made in this section only after all Crork for 
the veek has been completed. 

0 

(1) Assigned Co PSU\- Enter <he totel number of sessions assigned 

t a 

to the PSU on tKe Package Assignment Forms ior the PSU* 
This ntsber vlll be the same on all Weekly Status Repot(^ 
for one PSU. 

(2) Kakeups or Follovups Required - ^ter the total number of * 

B;ake)p or follovup sessloiis previously conducted and those 
>^ w 

« to be conducted in the PSU* , ^ 

f 

, « (3) Totml Admtnist rations - Enter the sua of the above two nusbers. 



XIV-5 



\ 



(4) CoropleCfrd CO Dace - Encer the cocal of all adalnlscradon** 
cooplcced In the PSU by che last dace covered by che report, 

(5) Lost to date - Enter the total nuaber of all adolnlstratlona 
X loft In the PSU by the last date covered bV the report. Lost 

adolnlst rat ions tarist also be explained in Part B. 

4 (6) To Be Ccapleted - Add the number entered in the Coopleted 

* to Date colusn to the number entered in the Lost to Date ^ 

colum. That sua should be subtracted frca the Total Ad- 

Qinisjtratiotts colucn and the reciainder enteted Ih^^the To 

ff 

Be CospleCed colusn. « , 

d. Hardshftlls Shipped 

For coapleted voA in i PSU, enter the date and nuaber of hard- v. 

«hells shipped to ^C; for vorlc not coopleted in the saae PSU. enter the nuaber 

to be shipped. When appropriate, enter "0"- 

* e. Part B 

r ■ -< 

• ^ In this section you oust provide a record by PSU nuaber and school 

nuziber of any school refusals, school restriction^, changes in asse^soent schedj_ ^ 

ulep or lost adainistrations. If refusals or changes in the assessoent schedule 

occur, call rti' icocdiately . School restrictions include instances where: 

\ 

(1) A school or school systea does not allow the administration 
of one or oore exerciaes. (In suph instances, identify the 
^ exercise b;j exercise nuaber and package nuaber and give the 

reason for the restriction.) - ^ 

4 (2) A school or scIjooI syslew does not allow the adain^strat ion 

of one or oore Background question*., (In such instances. 
Identify the questions Involved by nwaber and If possible, 
give the reason why they were not'allowed. ) 
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(3) A School requires chat a parencal letter be scnc before or 
after asstsb'fflent. (In soch InscancM. send RTI a copy of 
the letter when a copy Is available an<J, In Part Indi- 
cate if it was an inforcation or written-perfflission letter 
and if it was sent to parents of all eligibles or just to 
sabple scudencs.) 
"Changes In assessment schedule" are define^ as instances when 
you are not Cble to hold lntr\ductory meetings as scheduled or whe» you. are-.Un- 
abU \o finish assessDeni In an entire PSU as^scheduled. In either case, give 
In Part B the reason(s) for postponement and the date you expect to conplete the 
resc>ied»aed task and call vour Regional Supervisor. 

There tuay b* tlttes when an. assigned package adalnlstratlon can- 
hot be cospleied. Usually this uill «8ult when a *ch^l doe* n9t havft ^ny 
eligibles in the age class being Assessed. When this occurs the. assigned pack- 
age adolnlstratlofi Is deflnia as a lost adalnlstration and^you should explain 

« 

the sltoatlon fully In Part B. tr> l=portant that you account f or ^1 ad- 
rilnlstifatlons asslgned^o the PSU. If an administration 1* lostrTTls to U . 
•ntered In the prc?er spa»e In Part A and 4 'detailed explanation aust be enteied 

In Part B. ** - ' . ' * 

^houl<r>'ou arrive at a s^chool and find "no ellgll>les'',»wcplaln 
. as fully as posslWt in Part B. Give the package no=berC§) assigned to the 



slbjfc^ 1 

school and the n JR'of' stodenl^s Assigned "to take* the 'pack*ge. as determined 
•on th^ Jackagft Aisl^nsKfnt Forta, . ^ 

BE SURE. TO IDENTlW VOUR ENTRIES IN PART B BV PSU NVMSER ASO 

SCHOOL SU>1BER(S). 

If additional ^space is required for explanation, use a strparate 

• * 

Sheet and Identify each entry by PSU and School numbers. Also enter your nane 



t 
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3nd Che <J*le on the sheec^nd attach to the^Veekly Status Report. 

i 

Part C - *»f4< 
Thl» section prdVlde* RTI with a Record of activities 6r probl«M 
which are pertinent %o the «eV*« work- It 1* not Tieces^y to report Iteas 
shown In ParfB unless f urther^xplanation of an activity or problea Is needed < 
for clarity. All teKSphone and correspondence contacts vhlch are oade In Pecear 
ber. January and February wltft principals involved In the 9-year^lA aftd 17-year- 
old asgessoents arc to be n/ted In Part C - If the space In ,thls action of the 
status^rcport Is inadequate to expUln the activities or problems, -use a separate 
sheet- (Be sure to Identify each entry on the attached sheet by PSU nusber and 
school nuDber; enter yo^>r naae and date and attach to Weekly Stafei^Report-) 

g- Disposition \ \ 

Jhe District Supervisor's Weekly^ Status Report is printed on liOf 
paper which provides an original an* two copl^es. Mall "the white and yellow 
copies to m and keep the pink copy for your Jrecords, The yeekly Status Reports 

csust be i»iled by Saturday night of each week > Your Regional Supervisor will 

— «- 

use this report to assist you with any pjpblens which occur- Reoeaber that It 
Is important to the success of the study for project aanagcaent to be totally " 
Informed of ptobrens you encounter ip the field. Therefore, use this report 
to note all probleos of any loportance- ^ 

/ ^ ' * 

j^doinistratlve FrtKedufes Involving Extrclse A dralniswtors 

1. Teras of ^^Eaploytaent ^ - _ " ^ 

Exercise Adninlstrators oust c\early understand that they are eoployees 
. ff rotfej^ce Inc- Listed below are t^ifrifour naln ite«s that you are to discuss 
with each £A before the EA begins work: 



\ 
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A. PovftrfoTce Coapttny la the £A*8 employer. 

b- EAs will report hours vorked and expenses to RTl vhlch wljl, 

In turn« subait th«a to Poverforce for payaent. ' ^ 

c. The Infortutloo the.EA obtains through engsgei^ent «s an Exercise 
Administrator Is to be kept confidential and Is , not to be 

^ dlvuleed other than to authorized RTIr employees. 

d. You' cannot promise a pArtlcuUr ouaber ^oX.vork' hours to an EA« 

Tou aust compute eacK £A*s hourly rate at the time of selection. ^^j^ 

To make thli^cotsputatlon you must first determine the icurrent dally rate for 

/ substltute'^tw^hera In the school $y$t€a(s) In the PSU(s) W which the ^,wlll 

be assigned. You then divide this rate by 4tven (7) and round- your result up ' a 

' • , ' . ^ ' , , I ^3 

to the nftare^t ten cents. HOWEVER, 1fB£ KAXlJiUM RATE FOR EAs IK YEAR U IS SJl 

tElTSoUR ANIIJHS HIKIKUH RATE IS $2^.90 PER fioi^T If more than one school ^s- 

K tea Is Involved and escK pays substitute teachers at a different rate, use the 

^highest rate./ 



■ V 



In Year II EAs will be compensated- for time sp^t In ^sessm^nt duties 
and fox time spent beyond one-half hour normal driving tln^ elther'ln getting 
I A ... * to or returning froi^ their work site within a PSU< This compensation Is not ^ 

dfxa:^led In the EA Manual^ you should make yourself aware of driving times be- 



vflad one-half hour and Inform the i?peclflc EAs of tfils jspecial rule. Such time- 
shcul^ be entered in the "Travel Between Schotfl^ c<3^j»n^of the pA*s Dally Prd- 
du6tlon,*T^e,. and Expense Report descijttred below- - 



/ , * ; » * If you and y<T\^j|^lonal SopIrvJU^or decided It Is a^ 



Vlsable^to use 



V 
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a.^Tdcular in «re ch« one PSO. .h. EA will generally be ^«:pen.«ed tot 
tl««f.pent beyond "«,e-h.l£ h6ur nom.1 driving '^1°^ to or froa the work J 

uithln * PSU or between PSUs, will apply if she EA 

This cospenaasion, either witnin 

drives a per4otial cr or rides^with you, 

C«pen.ation for travel hour, vnder these guidelines shouw\^lp you 
recruit EAs in situations involving abnonul travel tine; ^<,wever . .you d,.t dls- 
cua*wlth your Regional Supervisor the cost Inplicatio.s before ycu decide to 
, lUft «i EA in Bjre ch*n one PSIJ. 

■ AS you select EAs it Will be your respotisibillty to afsign e.ch of 
.;h*4i' H^nu^^er. Each EA nu=be. you -ssigj ^^^t b* * unique two^igit nu=ber. 
Start ilth the nuziber "01" and a^sigt. XA^nuabeVs in sequence-, e.g.. 02 . 
.... "^0". Reserve "99" for yourself for use wh«n you administer p«:V.ges; ' 

J H^h.r Staff neabers. On the Recird of Exercise 
nuabers 51-98 are reserved foe <Mher stait oemueis. 

Adalnlscrac'cr Numbers en.er .he number you assign .o «ch you .eU«. plus 

Che EA'. nane, address and telephone nu:.ber, En«r che racial code* of all 

. individual, you select in che appropiiat; space and che^nunber of .he FSU(s) in 

' ^i, Ua« <fi t:any sheeta of this fora as tj^tessary. Thl^ 
which chey are to work. Us« =*"y 

^ . ^- . - v»a and ttsilfed-to-i^TI as «Don^.aAhCL *sg«»a^ng 

record is co be recalti«<l,bY y^a *Jia maiic^*-*^ 



record is co o« ^ _ 

Che three age cU.ses^i. completed. Prior to nailing this torn to R^. «s.T?. 
rating sc.le printed 2 the for« to evUuat^e the perfprnanct of eac^h EA used 
' for assessnent/. An exaople of this foro iS sh<vn on the jext page. ^ 

At the tioe you assign a nuaber to .n EA. vrite the ni^er on the 
.H^^EA's nanual . Hake sure the EA know, that this n^ber i» to be ^ 
'used when coding packages* 

' * This intornat'lon is being gathered for research involving adoinistr.tor bi.s 

\ 
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HAi^Ai. AUfSSMf*iT tOUCATlONAL HtO^tU 

A fAOJfCT Of The tOuCATiOft COMMi$^Ofi pf jHt SlAUi 



\ 



RECOHJD OF* 



District Supervisor 





I. 


.CxctiJcflt 


2. 


Cood 


3. 






Btlov AverJt< 


5. 


Poor 



EA 



TUciir 



±zz- 



— I — 



PSU 



3 




I "I" 



this ^om Iq u;Kn CQSplttiOQ o£ Cl«ss 3 «««essJKnt Id your l««t PSU. 



4 
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^" EA*"* P«llv' Produetlo'f.-. Tl ae'. ttxi &«»n» _ , 

At the tin* you select en EA. have th* EA complete « wf4 IRS £ora. 
Provide the |X with . C6py « the Exercl.e Adalnl.tr.tor D.Uy'prtductlon, 
Ttoe, iS>d Exi>.ni. Record «.d give Instruction, on hcv to properly record pro- 
duction, tl«T end expen....* (See Ch.ptjr V.) Wire to enter In the box 
in the .upper le£t-h«d comer the PSU maber/e^e cU... EX n,kber, end r.te 
of cinpeneiilon. Vou ere el.o to «ter the project n«ber In the epproprUt. * 

- *>.ce in Si««^o£ D^ly Record/ If « EA «rU m «re th«. one FSU. .ep.r.t. 
EAJ. D.lly'proi^ivion,.Tl«e, and Expen.e Record.,««t be pr.p.'red «»d .ul^tted. 

The record .h«,ld be .ubaltted to you upon coopletlon Ot the EA'^ 
...Ignrint. It WU- then/C^STh^ponelblUty to ch^ck the delly entrle. end 
tot.1. .hown on ,he Recofe for eccureU of r.^.....^ .... 

the Record on the epproprlAe "Approv^/- line'. Before epproTln, the Record, 
check for overtime., Multiply .11 hour* In exces. of 8 . deyby one-h.lf the 
<U11^ rete «d" enter on. the line belov ,"Tot.l Ho'ur.". Correct the tout .ao«,t' 
due. overtime for EA. .hould be kept t'o .,»lnl»an, ' Se^.te the .heer.. give 

- the EA the joldenrod copy, «d .ubalt ^e white «d yellow coRle. to RTI. ' 
Keep the pink copy for your record?. M.ft ^ ea". D.Uy Production, Tine. . 

«d:ExpjM^Cord^dl.rectly_^oja^ c o-:p le tl o n . ^t^rk~i,r^-?^~ r 

E«h fom pu.t hevt the EA'. n*«, «ill„8 telephone number, end 

Social security S«,ber entered et *he top of-the p.je. By epprovln, e.ch EA'. 
D.Uy Production. TIae, «.d E:;pen.e Record you «e Indicting to RTI th.t 
.11 charge, are r.Monable «id, In your opinion, correct. Check to .ee If ' \ 
«n«l ,tudy tla, 1, indlrfed*.^ that Ic do^, not exceed the authorlwd 
naxlaua of one hour. , ' ' 



Alw,y. aek* .ure e.ch EA W." vhen to expect payments, Inlon your 



rifi of* l^TpTniU. ilL^^"' "n Mle. per day .t 
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EA* chac chey can txptcc p^^^nc vlchln «pproxlia4cely cwo wetks froo che d«e 



chac Che Record Ist reeelved ac 
. - D- Travel 

• 1. Proper Schedulfrg^ 

«^ ,1c will be your^responflblUcy co nake cravel ar;angeoenc» co allov, 
you co^keep your appo^cnenci a» scheduled vich school officials and vlch Exer- 
cise Adnlnlacracora pardclpadng Id che assessaenc prograa* When traveling 
» 

by^aucOp *you should leave early enough co give yourself excra cise co Deer your 
appoincsencs properly in case you are sloved dovn by unexpecced car crouble, bad 
veathex, or heavy craffic. If your des^inatioa is ooiie chan cvo hours away and 
yoQ have 'an* early Doming appoi^tsent^ it is probably advisable co arrive in che 
area che night prior co your scSeduled oeecing. 

Another aspecc of propep schedulingr is being able co reach che sice 
of each of your appoinCDencs in a direcc oanner vlchout delay* On your firsc 
vAsic CO any cicy of slzei obcaln {purchase , if necessary) a nap of che area co 
assisc^ you in locacing che poincs in che cicy you will be visicing'-^ , 

In che course of a year^ you nay encouncer unforeseen probleas chac 



cay cause you co 



be lace for an appoincsent. As soon as ic «is evidenc ^u can- 
tc aeet an appoincflenc on clfie, call ahead co i^for:; all parcies y<>u are aeecing 



Chac you are d^^ij^ and co schedule. anocher*taee;ing lacej^ in ^e day or week 

^ You will soon realize chac che encire Nacional Assesssebc projecc is based on _ 

* • V 

a very cighc schedule and chac you dusc aake every working ^ay a produce ive one. 

Thus, proper scheduling of your cravel- is a.neceasicy. ^ ^ * 

2. Reservaclona * * 

; ^ * 

*' Seasoned cravelers oake, reservations for lodging^ atr cr|nsportacioa, 

and car rencals veil in advance of che scheduled daces of cheir crips. ^ Ic will ^ 



■ • 

V 



IS 



be your responalblllcy to wke reservations co Insure av^llablllcy of lodging 
and/or transportation. Making such reservations not bnly is a device to help you 
oeet your apptfintaents promptly, but It vill also elialnace the personal Incon- 
venience of having to search for lodstn|*upon your arrival in a city or, If travel 
tng by air, the inconvenience of long waits in sir teraltiaU and the ext^i cost 
of having to take longer, less-dlrcct flights. 

* Soae District Supervisor* nay not be using air tranaportatlon except to^ 

attend training sessions. If you do travel by air, however, ^Iways call lor re- 
servatldtJS ;iS soon as you knov the date(s)*;rou will be traveling. , Make, sure you 
koow the deadline for picking up your tickets. If you do not have i credit c^rd 
accepted by the airlines, aany airlines will take a personal theck for the aoouat 
of the' fare, providing: you have* proper identification., AUU AlR TI^^VEL KUST HAV£ 
PRIOR ,VEi?BAL APPROVAL OF YOUR REGIONAL SUPERVISOR- 

Jfost Chain, or franchise hotels and- ootels vlll aake free reservations 

* 

for you with affiliates In other cities. Holiday Inns of Aaerlca probably has 
a franchise In nore cities than another ^franchising organization. Other chains 
or franchise operations offering free reservation service Include Sheraton, Qual- 
ity Courts, Howard Johnson's, Rasada Inns, etc, Scae aotejs and hotels honor the 
cTT dlt^card of a W or ' 6il cO^pA T iy I B ^11 ak w.Uei uat i on aL er £ ^ >t c^^a^-^such 



as Carte Blanche, A»erlcan Express, etc. CUsin^ credit card^ reduces the amount 

of cash you need to carry when traveling.) You should plan to stay in a cod- ^ 

fortable wstel^ however you should also be concerned w ith the cost Involved, Do 

/ 

not plan to stay in luxury aotels or hotels, 
3. Itineraries 

.District Supei:^sors are part of a national field staff. I*!ple- 
Denting the National Assessment project properly necessitates frequent coa- 
r^Zunlcatlon fron the central-'Staff :o the\glstrlct Supervisors* often this 
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coaaunicacion ausc cake pl«« flul^lcly «hil* the Di.t'rict Sop.rvieor i* au^y froo 
home. Therefor*, it U very ics>orc*nt cha5 Diitrlct Supervisors k«p the cen'tr«I 
S5«f£ fully fnf\rned of their buiiqi^* iciner»rie». 

Di«tr|:c Supe^iriiort outt prep^e, on a wteWy b«»is. m itinerary 
report of their planned trav,el» and activities. Thit report, which should be 
cocpleced ^or < Sund«y-chroush-S«urdAy vieV;, is princ«d on NCR piper. M*il 
Che uhice copy of «ach icin€r»ry report you pr«p«re to RTi; you *re to keep 
Che yellou copy for your record*. 

Whecher you «re wViing * PSU oot of your hofi>e or a hoc«I/oocel, you 
Buir prepate and subal,t M itinerary, report for eacl^week In order to infora 
the <entra^ staff ^ere you can be reached lo the late afternoons -and eveninsf. 
If you =ust *lter your schedule, call B^F«nd* Porter at Wl (l-800.33A-8>7^) and 
report any chang« to her. CAlio send a revised itinerary tQ 

An exacple of a properly coapleted itinerary report is shown on the 
Mxt pa8«."M iTinerary report sal br prepared for each iflTfil-TEld Jhe vhlt* 
copy 2HL « 10 days orio^ t o th> beginning of the.veek the report Cove . r* . 
to insure this, you should sail the report at least three weteks in advance of ^ 
the week Covered by the report. If you will be staying at hose an entire week. 
Sl?p lv coaplete the heading of an itinerary report. cb*jek the appropriate box, ^ 



sign atM date it, and cail the white copy in tl« to reach KTl 10 days prior to 



the week Covered by^ the report. 



Another responsibilitj^ l» this general area is to proviA your Regional 
Supervisor with "your Current ho=. telephone nu:^er .n> wiling address (also 
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• ' < . .h,. your E»etcl« Ad=lnl«r«or, ^ .^le » 

.™ .Vuc. - 1^.„„„ H-.. - • 

. - C.e P«p.r ...ce. on p«e J^^^ . 



probles*. . . I, i 



' .^.. ..M V.-s/pervi*or prior b..i:>^^-> 



... ™. . ... ..... - - 

„ ..... • " " 



you 



1 O"^ 
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reque.i^. effect « lo»n »nJ will litve 

to Iffc repi^o » . ^ , RTi cMv send you periodic 

CO Chi cen„.l office, 'the Accounting D*p.r.«nt..t KIl sen y P 

to the cen ^ , ^^^^^^ ^ „ 

requestt to iooflra the out.t*ndlos b.unce , «k 

2, Tr^ns porcat? ^ Expenses 

a Your Auto 

^ . ' .^.A S 17 for eich bu«ltie»t-cOTinecte4 alle 

You wlllfbe ccwpenMted 5.17 tor e»cn 

...... . - • 

vou »r« re»l^l»8- ^ s i_ ' ^ 

■ I 

j.lr Travel , . 

..-^^ " >'"•'■'. "7' 
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«kl=s ^h. trip. It wlXX be your r«pon.lbUlty to n>U your .Ir transportation 
^ervatlonv ALW«S^SAVE YOUR AIRLINE TICKET PASSENGER COUPONS (th. I«t P«g« 
in e.ch ticket b|oVc) .nd receipt, for «y «ces» b.SS.Se et»«Sf. 
THEl.tO THE EXPENSE REPORT IM WHICH THESE EXPESSES^ARE REPORTED. 

^ OtAr Hoflg* Of Trah sDOrtatlOn ^ 

(1) Auto Rental 

1£ you travel by air to point* in your dl.tr let, you wllL 
. probably need to rent an auto for ground transportation. Alao. In the event 

your auto require, repair «.d you need auto transportation to perfom your dutle.. 
. u' i. Perx^..lbU to rent auto If obtain approval In advance frcn your 
J., S.nervl.or . Ir 1.-y.ur .e.pon.lbinr; /o r.^.raln an auto In ^c^d 

oraer . «d y,u should «ae Ual auto. a. a y<:b.tltute fervour p.r.onal 
«r only In e^rgenly .Uuatlons and with the a^pprova of your Regional Supervisor. 

' Rental f.« are generally'ba.ed on the number of day. rented 
«.d the type of auto rented, with a dl.count offered for rental perl«l. of a 
leeV or =cre and to holder, of certain credit card.. ,If you are authorized to 
ren; an-autto. RTI .ill l»ue you a Hertx^l Club credit card^ «hen you «lce 
your re..rva"tlon.. the ..e of your Hertz ll^Club number will Suarante. you a cat 
.c your deatlnation point at thf rate^^ pproved for-KH «iploy.«. Any probleJ. ^ 
encountered with thl. procedure .hould be r^orted tp-yo.r R^t^al S.pervl.or. 

■ >£ter you have re>um.d the car to Herti, ATTACH THE RE'- . 
CEIPT TO THE EXPENSE REPORT W WHICH TtOU ARE REPORTING THE RENTAI. EXPENSE. 



{ 



/* 
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If Che r%nC4l Igreeaenc doe« not provide fo' r^ltaburseaenc of gasoline purchase*, 
«lfo be sure CQ «C4Ch recelpct for /the g'««ol^lnc you bougKl for use In che renc- 
«1 vehicle and Include chU expense in your expense reporc. i 
Jj) Taxi> and Ocher' Public Tr^nsporrodoti ' 

If you find Ic necessary eo use csxlSt bu$es. subviys, or 
ocher foras of public prsnsporwddn In carrying out your «ftlgnsenc» you Bty 
do so. providing che cote Is lets or equal co che cote of dj^lvlftg ydur own suco 
(allesge * plus colls, md parking). However, prior approval froa your Regional 
Supervisor Ifrequlred If che cose of »uch cransporcaclon vUl exceed che coac 
of dr£«(lng your own auco* ^ 

3. Subslscenc^ Expense 

You vllf be relobursed for all reasonably oudaya co cocaerclal jj^ 
Ci1>llshoencs for food and lodging vhen you are working away from hoc** (Payaenca 
by you CO friends and reUclvy for fo^d and lodging are noc, retabursablt). the* 
policy for payoeht\of a«als and cocoencs on^ubsiscence Holes and che need for 
lodging recelpcs are covered In Section E.5 of chls chapter. 

4. Telephone Expenses 

. Uhen possible, all long distance calls CO RTI a^e co be dialed coU- 
free ac l-80O-334-85?l becween 8 "-15 a,o. and 5:00 p.o, Eaacem Tloe* If you 

* w - 

need asalscance afcer 5u;00 p.o., or pn a weekend^ fall one of ,che persona lliced 
b«loy. Place cHese calls on a dlrecc-dlal basU. , 
^ Regional Supervisor ^ 

• Kirk Pace (919) 8il-7674. - 

Allen Duffer (919) 781-7927 
AdalnUcraclve Coordlnacor 
Dick Jtuas 

During cha,yeAt each ftt-youlwlll^,ke "^£^1 celejpbone calla involving long 
dlscance colls or local charges co RTI, co schooJ,^^h^lala, and.co your Exercise 



ICO 



r 



* . ^ nv-2i 

Adta|nlstr«tors,' The cost of fll these business-connected long distance ei^d 

. local c«lla should be paid by you, YoC will be rftloburaed for theae call* after 
■ « 

* reporting thea on your expense repost. It la mandatory that you obtain and "u&e . 
\- • " ' 

a, telephone credit card for aaJclng these buslneas-rel*ted calls. Do^ not have 

t 

your long distance ca lls charged to your hotel or motel hill. Since laoat^tela 
J and hotels affix a surcharge to each long distance calL cade through tht hotel 
operator, the uae of a credit card can result m substantial savings on theae 
calls. The separate statement which yout telephone company issues oonthly for 

* youj credit card calls can be tubsltted vlth your expense report for relaburse- 
Dent. ^ » 

Most RTI l>ualaes»-related telephone co&sunlcation for District Super- 
visors will be with th^ central staff; however, It Is possible that an occasional 
business-related telephone conversation between specific District Supervlaors is 
necessary* Because of coat isapHcatlons, telephone cails between District Super- 
visors are allowable as business exT)eosea only if thev have prloV approval by the 
Regional Superviaor as a necessary business-related conversation / -The cost of 
occasional l^ng distance telephone calls to your hooe Is an allowable expense; 
however, such calls should not be excessive m either tioe o]* frequency* - 

Do fiot-he^tt^te to Da lce -rtece^^aTy -lon K dlarar n:e ^ar3:ly on "buaincw" - 

nattefs; but, on the other hand, be Judicious in the length of tloe you talk* 
Rbaen^er that long distance toll charges are based on a set schedule for the 
first three alnytes of your conversation, with an additional charge for each 
minute (or fraction thereof) that yoor conversation exceeds three minutes* 

5, Expense Report ** , 

* a. Ceneral " " 

Each Diatrlct Supervisor is to keep a record of all buslness- 
related expenses for which he expects relsburaement under RTI policies covering 



■ ■ iSl-' ■ ■ ■ r 
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CYAvel expenses «uas«rized Id Che preceding secclOns. All such expenses «r«^ 
CO be subnlcced proaptly oo a>weekly l^asls (Sunday chrough Saturday) on a Dla^- 
crlcc .Supervisor's Expense Repprt. Entries are co be side oo ^hls report on 

— J 

a dally basis co Insure accurate reporting of all business expenses. Including 



^ those expenses of Dl^strlct Supervisors vho are working at home and are not ln<- 
currlns subsls&iLce expenses. An exaople of a properly cotopleced District 
Supervisor's Expense Reporc is shown dn Che next page. 



ce da^^\j>roJ< 



b. Heading 

Enter the approprlace da%e\proJect number and your I.D. Ku&ber 
In the spaces provided. - *' % 

C. ' I cinerary . „ • ' - 

'« To document your cravel expenses a&d co saclsfy ^he rjequlreoencs 

of RTl*s A^counclng Deparcaent, you nus^ encer on a separace line for each day 
(in Che proper colucsn) ch^ date of each day you vorki the place f ros which yoxi 
began your working -day, anc^ che place you vlslced (or ac which you ended the 
day rf you did noc recum to your scarclng poinc)."* 
d. Personal Aut^ * 

; 

Encer in chls colusn/ on a dally basis, your aileage and th^ 
charge for traveling you did in your aucoj*^ Mileage charges <^ ^9^,^ cottpuced 
ac the race of $.17 per alle thac yoxi drive your auto otf business- Always "b^) 
sure you record your odcnbeter reading when you ^cart ouc \n 5^our auco.each 
working da)^^af the end of the day you will be able to^deteraine the exact 
number of nlles you have dr7>7en> There is no need co submit odomecer readings 
wlch your reporc co docuaenc your Mleage expenses. , 
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e. Rental AUto 

^ • C«r rental charges «re-co be entered^ the bottoo of t^e PerHontl 

* ^ Auto coIiBn*in tbe blocV designated total charges, fdr rental autos and sust be , 

supported by a receipt attache<l to the report in which the charges are j>re- 
^ sented. ^ « 

•f. Airline 

— ■ * f ' 

Airline tickets and, excess baggage fees which are paid fo^ by 

, you are to be entered in this colunn and fthe coupon or recefpc attached to the 

* 

report in which such charges are presented.. If you purchase tickets or pay 
^ baggage fees with) an RTI issued Al/^ Travel Card, indicate the costt of the 

tickets_ln the Air ^are Char^gd to RTI section . Such charges taust be accosspanied 

I by receipts and are nan*reiabursable. ^ * 

g. WmiTl^ 

LODClSiG EXPENSES ARE TO BE SUPPORTED BY A RECEIPT WHICH m4sT BE 
ATTACHED TO THE REPORT IN VHTCH THE CHARGES ARE PRESENfCD. You will find that 

* m. ^ * 

^ ootel and hotel rates yary both geographically and seasonally. RTI policy is * 

to allow Us tra^^Ung esploye^ to stay in first-class cocsaerclai^ hotels, and 

motels. not stay in luxury or resort hotels. ^ 

* ♦ 

/ ^ , If you charge your hotel or cotel bill on a credit card, be Surt 

you attach the actual bill as proof of payment rather than the tissue that you 



\ 



receive as a charge-card receipt. If you are married* ,Chere oay be occasj^ons 
/ when your spouse will accompany you on a lousiness Crip. This Is a permissible 

practice! but RTI will noC reiaburse you for any subsistence (or extra travel) 
expenses incurred b> your spouse ^on jsuch trips. If your spou&e is accompanying 
youp have the hotel or sotel' indicate on your bill the rate for a jingle roo« . 
(one person) and get a special receipt for your lodging based on that rate. In 
Such instancasp boch the regular bill and the^ special receipt laust accompany your 
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.«rt « -proof of p»y»ent. 
expense report ae-P 



$20.00 per 

. „e to report the e«ct , 

« „». - '» • . 

. ....... -Tj;^. „.„>.^....u.«' 
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your bill) and circle •!! ctlls on che llsdng for which you expe ct to be re- 

^ 57"? 

lobur8ed»> A\vtyt be »ure che coc«l tDouat you rtporc for toll calls Includes 
che cax op chem. Such coses should be encered only Cnce t i&onth. 

J- Miscellaneous * ^ 

f In che colunn reserved for lalscellsneous expenses* you tre co ' 

encer sU business expenses tioc reported In che four preceding ctC^gorle5 
(ftres\or mllesge» aesls, lodging* md c^ephone-celegrtph) . Cos»on olscellaa- 
eous ^expenses Include bus frelghc bills, ptrklng fees,, porter and sVy.ctp tips, 
colls, poscsge, 4nd purchase of Incldencsl supplies'^. ^ 

I. ' *• ' ' 

^ k. Eyplsnsdon of Costs , 

\ » 

^ Telephone-telegraph and miscellaneous expenses exceeding $1.00 

muse b« explained In che Explanation of Cotti secclQn and sho^d "be accospsaled 
by a receipt whenever possible. aKY SIZABLE CHARGE MUST BE SUPPORTED BY 'aN 
ACCaMPmi>!C- RECEIPT, ^ 

l\ Routing of Expense Reports 

Total^ your District Supervisor's Expense Report by S^aturday of 
each ^/tt\p 9iVn lt» enter the nusber of the PSU(s) In vhlc& you were working 

and mall the ^Ite and yellow coplea to RTI. The pink copy Is to be retalx^ed a 

\ ' I 

by you for yourt records. ALWAYS PRINT IN THE LOWER LEFT CORNER OF EACH EXPENSE* 

REPORT THE ADDRESS TO WHICH YOU WANT THAT PARTICULAR EXPENSE CHECK.MAILED. This 
information Is nieded ln*order for those persons typing and Mlllng expense 
checks In the RT I \ Ac counting Department to avoid locking up your address each 
time they mall you\an expense check* 
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• F. SV>MARY^Or, ADMINISTRATIVE FORMS USED BY DISTRICT SUPERVISES 



ITEM 


PURPOSE 


KAIL TO 


WHEN . 


RTI TIm Report 
t 


To report periodic «1- 
loi;ttlon of tl«< 5peflt 
ofk project 4fid other 
activities 


RTI 


At end of Itftt worklnt 
day of each^erlod' 


Dlttrlct Supcrvl- 
tor'i Expcfitc 

Report 


/ / 

To report weekly travel 
expentet 


jprl|lnel to RTI; 
'VeUow copy re- 
tained by DS 

— » 


Ey Saturday of eacD 
week' ^ 


Dlttricty^uptrvl- 
tor't Itinerary 
Report * 


To provide project 
«4a4|e»eiit with «d- 
veace notice of e«ch 
DS's trAVtl ichedule 

1 


Original to UXli / \ 
yellow copy re- 
tained by DS 


In tiae "t^ be received 
10 dayt prior to weeli 
covered* One auat be 
•ubaltted for each 
week 

4 


DS't Vcckly St«tut 
Report 

•« 


A. To provide e 

ury of the Aaount 
of work «»tltded, 
coBpleied, tfid re- 
uining In « PSU 

^ To report tchool 
I refuMlt or re- 
1 ftrlctlon*. chantee 
in your ettetftteot 
iched^e, lott '«d- 
alfilttrAtlone «nJ/or 
no ellglblet 


White end yellow 
coplet to Rrr, pink 
copy retained ^y DS 

• 


week 

• * * \ 
* V 

* 


EA't D«lly Produc- 
tion, TlM, tnd 
Cxpcnte R«cord tnd 
Invoice 


To report EA'« hours 
worked «nd tftvel 
expent«ft 
* 


Vhlte end yellow 
coplet to RTI, 
loldenrod <o CA; 
pink copy retelned 
by DS 


At the completion of 
the work In a PSU 




' Record of EA M\»- 
ber* 


To record EA nu»her$ 
«eilgned «nd to pro- 
^vlde^record of EA 
fiAB««. tddrettes, ^nd 

telephone ^y^\AX% 


RTI 


Vpon completion bf Ate 
Clasa 3 t$fteaa»ent * 
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June 8, ^979 



INITIAL LETTER TO CHIEF STATE SCHOOL OFFICERS 
OF STATES SELECTED FOR NApP ' 



* The 1979-80 school term will initiate National Assessment's eleventh year 
of collecting student achievement data. During the past decade, the proj- 
ect has collected and repotted achievement data in ten leamine areas. A* 
"-variety of iiidividuals and organizations have put the National^ssessmfent 
•data and methodology to use. At least 36 states have consulted with us 
and have used materials and techniques field-tested by National Assessment 
"in theii own" assessment efforts. Local and district administratprs are 
incorporating the project's items and methods in their own evaluation pro- 
grams. tK^ Office of Education and the National Institrute of Education 
incorporate oux findings in various reports to' legislative coranittees, 
governmental agencies and others requesting such information. We look 
forward to continuing to provide information and services to various coi>- 
stituencies and t,o collecting and reporting national achievement data on 
what our young people actually V.no^ and can do. . - 

• ♦ ' ' '* 

The 1979-80 assessment effort includes a national probability sample of 

some 1,800 schools selected from a U'st of all public and privatje schools 
in the United States. Approximately 100,000 students will be involved in 
the assessment. Performance on selected ■ items in reading/literature will 
be assessed at> the '9-, 13- and 17-year-old age levels. In addition, a 
sample of out-of-schooL 17-year-olds will be assessed during the summer of 
1980. . . - • ..*'...• * '. 

A list of the sample school districts, within your state will be mailed to 
your offixie on June ^1, 1979. The first contact from National 'Assessment 
Vith district superintendents will be shortly after July 16, 1979. Ag+in, 
♦■I* would call upon your assistance itt helping us to inform loc^l, superin- 
tendents that a few schools within their districts have been selected in 
the project's national*- sample. ^Your assistance in encouraging schools to 
participate is important to the* continuing success of the project. 
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NATIONAL ASSeSSMCNT OF CDUQ^MIiACPROeReSS 



I 



June 8, 1979 ' ' ^ ' " - * 

Page -2- , ' 

t 

Our files, indicate that ' ' ^as been designated as the 

National Assessment contact person by yohz of fibe. A copy of this Utter 
and the list of school distritts -will be forwarded to him. 

If you desire the list to be mailed to a different p^rso^^ you hflve any 

questions, please contact: ' ^ 

' ^ ^ • • • 

Dunlap Scott, Director 

< Department o£ Field Operations 

National Assessment of Educational Progress 

1860 l^incoln Street, -Suite 7t)0 

Denver, Colorado* • 80295 . * 

' "(303) 861-4917, extension 235 

Again, thank you for your continued support and efforts on behalf of 
National Assessment. 

Sincerely, 



Warren G. Hill 

Executive Director « 
Education CommlSiSion of Che States 

cc: Roy H. Forbes, Director," NAEP , 

"Dunlap Scott, Director, Field Operations 
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NATIONAL ASSESSMENT 'FACT SHEET - 
' • . ^ 1979-80 SCHOOL YEAR , 
^ihit nro Lrlnmo^os of th. Vntion^l Asscssmont of Fducntfonnl Progress? 

educStion^racM^^^ of youn^ Aitlcricans and to measure and report ch^es 
In th^ir achievement so thai problem areas can be identified, prioritises c^n be 
cslabHshod a.^^ progress over time can be determined. Other purposes ^clude 
;^v?iS consulta^^ ^source materials for states, local districts and sehools 

tojjise in developing their o\\ti assessmenc programs, 

^ciflcalK penormancc ^vai oe assessed on selected items in Readins/Literature 
aTthl 9- li- and H-vear-old age levels; in addition an assessment of out-of-school 
17-^car-oIds wTll be conducted d^ing the summer of 19S0. This ^^illbe the first 
totei"Ied assessment of reading and Hterature. It v,iU also include a toird assess- 
me^ of some reading items and a second assessment of some literature items. 
S.t°theT979 "o assessment, will provide trend data indicating progress or decUne 
isx achievement over t^-o or three points in tiijae. , - ) 

yrt,nf <t«mc tx-ni uced to assess ac hievement? > - - • 

obiectlve-rcferenced. On standardized achievemenc tests, each responden takes ^ 
cvei^ item? receives a score for his performance and is ranked on che basis or hat 
sco?e .-Uh respect to a reference group. National Assessment places the emonasis 
ontl^ performance of groups of people, pot on the perfoVmance oi individuals, to • 
fact no on^ respondent takes all of the exercises or items used to assess a learmng 
ai^a.Toruiets containing differed items are given to probability samples of students 
L an age grouo. Then on an icem-by-item basis, the'assessmcnt esximates the per- 
Tenlage of age gtoup, for e.^mple 9-yeap-olds, that couid_ ans^-er th6 qucscion 
acceptably, 

TTfm> mmv schools and studpnts are I nvolvcc!? J r i cnn 

The 1979-SO assessment euort inciudos a national probability sample of some 1, =>00 
Ichoils selected from a list of all public and private' schools in che ^-^J^ f 
Aoorodmatcly 100.000 students (9-. 13- and 17-year-olds) ^ill be involved. K<-^- 
tver7 oSv a L schools ^vithin a given district are selected .nnd only a random sample 
of eUgibli students ..-ithin individual schools is assessed. Stud^ts a^ ^^sesscd m 
Kxiups oi tip to i5 in ntfmber. The assessment reqjurcs approxim^iely one hour for 
VTz- n Jl7.year-old stude.nts. Out-tyfischo5>l l7-year-olds xviU oe assqssed in 
their bomos. ' / ' ' 

/ / , ; . 

w-TirM ^ nill the? nystysment occur? / U ,^ „f * 

Nallbhally, the assessment of 13-yea^olds will talvc plnec ^urinj the period of 
Octobcr-Dceembor 1979, 9-year-oldy during January-Fcbrunrj' y9^0 nnd l i->carT 
S^ds durin^March-May 19.^0. .National Assessment f 

contact local surcr'intendcnts by telephone between AugQsl t, and 21, 19^. l^^rmngo 
meelln^s with the principals of schools and to schedule the local assessment.. ^ 
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T^o^v nnd .^■h.n will ^-^^^^^^^^-g^gg,,,i;e results for iz^dWiduals. schools. ' 
• •■'I^Tlclr^I^^uUs^aT^'cVo^^ -tio..l p.rccn.a.es of .roups 

or districts, ^^^f^^f ""^^^^^^^^^ ^ question acceptably or to perforin a 
of respondents wh6^^ ^^^Vcpo" e for cnch a,e level by region of the country . 

- »jr/cp— ^^^^^ , 

ticipating schools at that time. 

1979-SO assessment, ^ 

. • - * . i» «A,TnTi;7ntions reoresentins adininistwftf6rs--the National 

Prior to reUasiag °^J^":^°^^;3\P„";L KaUo,al Ass^iation of Elen-ontarj- 

Assooi^t on o£ Secopd=ry f tochers of the lesrn- 

. series of articles from the mathematics assessment. 

^' SS^s^^I g .he assessment program may be directed to Du.-.ap Scott 

/ So^ri'eM operations. ^-^^^^^^^ i;^^ '''' 
Lincoln Street, Suite 700,-Denver. CO S029o. (30o) bGl .917. , _ 

n L'ot N-ntional Asse-ment is dependent upon the coc;peration of locsl schools 
^^S::^::'^^^:^ -d the p^icipation of your studencs .re much ^ 
predated* ^ . . • 
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June^ 22, 1979 



. / 



, Allowup letter to chief state school officers 



'Dear: • . 

The enclosed lists, referred to in Dr. Hill's letter of June' 8, 1979, iden- 
tify the school districts within your state which have been selected for 
participation in the 1979-80 National Assessment program. Superintendenf s 
of ^these districts will receive written notification of the spools selected 
within their districts soon after* July 16^ . 

As stated in Dr. llill*s letter, it vould be helpful to National Assessment 
if you would contact superintendents to inform them that $chools^ within 
their districts have been selected. Should you contact ^superintendents 
about National Assessment selection, we would Appreciate recei^vAig a copy 
of the communication. Your initial contact with .superintendent* will aid 
Qur District Supervisors as they elicit cooperation and prepare schedules 
for assessment. f . 

Any questions or information concerning National Assessment activities in • 
your state should be* forwarded to: ' i • . 

* , Dunlap Scott, Jr., Director of Operations , 

National Assessment Project 
' i Suite 700 Lincoln Tower ^ . 

I860 Lincoln Street 
Denver, Colorado 80295* . 



J ^ Sincei:ely, ^ 



Dunlap Scott, Jr. 
Director of Operations 

cc: 

Enclosures 
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Educatio n Com mission of the States 
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July 16, 197; 




♦ ■ INITIAL LETTER TO SUPERllITENnENXS 



D^ax: 



For Che past ten, years i^th^ National AssessmenC of Educaclonal Progress 
has ^surve^^ed the >educati6nal achievement of 9-, '13-^ and^ 17-yW-olds^ in 
;t:rad£tional learning areas and has reported its find^'^gs to the nation. 
In addition, the" Assessment project is providing res^rch data, services 
and resource nfaterials to a vide variety 6t state^ local/and national 
educatioif- agencies* > * , * 

We Ae requesting the participation of^ome o^£ the schools in vour district 
in the :^979-^0 National .Assessment of reading and literature. The^partici- 
pation of these schools is an essential element in this continuing survey 
of the knovl^Jts^i skills^ understandings and attitudes of United States 
youth* The ability of National Assessment ,to make coii^tributions in educ^- 
tloaal research and services has in large measure been due to the outstanding 
cooperation of the nat^'n^s public and privSlte schools* ' 

Although requests are pade of school personnel to^assisc \id.th certain .tasks ^ 
essential to conducting the assessifient, such requests are kepjL 'to' a minimum* 
Our staff carry out the random sample selection of students and administer 
the assessments In ever^ "^participating school* Each selected student vll'l 
participate in no mc^e, than one 1-hour session. The national sample is de- 
signed so that no school \M.ll be selected for t)articipation in National 
Assessment more than once in a four-year *cyclfe* 

A foldor containii^g addjLtional, information about National Assessment, a 
schedulfl of this yearns activities, a list of schools in your district 
selected for participation and a suggestefl^time^for an introductory meeting 
ia being mailed under separate cover. ^Our District Supervisor will tele- 
phone you between August 6 and 17 to discuss a mutually convenient time 
and location for the dieting* , ' . \ * - . 

The .Chief State School Officer has'^een informed of the districts selected 
in the state ^nd of our plans to contact you* Thank you for your cooperation* 

Sinderely,- ' * * , * * 




V 



Roy H* Forbes, Project Director 
National Assessment froje^^ ^ 
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July 23/ L97^ 



SUPERINTENDENTS LETTER IN FOLDER 



Recent ly^ you received a letter frcna Dr. Roy H. Torbes, Project Director 
of National Assessment* requesting your cooperation and the participation 
of some of the schools within your' district in^the 19737*80 assessment 
program. Tfie letter also indicated a folder of inSoiBktional materials 
would follow. Included with the fylder are a memorandum outlining thiS 
yearns' assessment activities and a computer printout identifying each 
>school in your district selected for participation and the age group (s) 
f for which each ^^chool has been selected* » x , 
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The pockets of the folder contain infonnailional materials about National ✓ 
Assessment, .including example exercises and objectives for the areas to / 
be assessed during this school year; reading^ and literature. Attached ^ 
to ohe pocket li^fihe .ca^^d of our District Supervisor who will contact 
^ " you by- pTione bet W^ A ugust 6 and 17 to arrange' a meetiri^ with you and 
* the ' princtpala^C^wP^e schools selected for assessment J The suggested 

' , meeting date i&v/W 

National Assessment, in response to concerns of /superintendents and prin* 
jjipals (selection o£, the same schools by other research Jftoups, etc.) has 
# adopted a sampling frame in whi<Jfa no school will ba selected for National 
Assessment more than onc6 in a four-year cyqle. The participation of the 
schools selected thls^ year is extremely important to that sampling frape 
aftd we are most hopeful of their cooperation* We look forward to meeting 
. and working wlth^ou. 

Sincerely^ 



Donald G, Smith 
National Field Director 
Researah Triangle Institute 

\ ^ 

. ^ ^ o 
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MEMORANDUM TO SCHOOL OFFICIALS 



During the 1979-80 school year, a national probability sample of approxi- 
mately 1^800 schools and 100,000 students ages 9, 13, and 17 arc ""expected 
to participate in the eleventh National Assessment of Education il ^^rogress. 
Assessments in the learning areas of reading and literature . be con- 
ducted. This will be the third assessment in reading and the siQond 
assessment in literature, (hus, providing results which can be compared 
with previous assessment findings. Officials of participating jiistricts 
J. and schools ^11 receive^ copies of reports relating to- the 1979-80 assess- 
ment. 

Our ass^ssment^procedures are designed to require a mi nima l amount of time 
of .superintendents, principals, and teachers. The assessment booklets 

* are administered by our District Supervisors and Exercise Admini stridors'. 
No full-time school personnel will be asked to administer the booklets* ^ 
^n some instances the principal coordinates assessment adtivities or fre- 
quently the principal designates* a member of his staff to, act as coordinator. 

N It is extremely important that the individual who will coordinate assessment 
at *the school attend the introductory meeting. . - ^ 

The schedule below will be. followed uniformly throughout the United States. 
It outlines the contacts to be made by our Dis*trict Supervi^o.r with you, 
with the principals of your schools,, and with other districts in yout ; 
geographic area. " I ' 



August 6-17 



NAEP District Supervisor i/ill contact 
district level and private schools 
officials by phone to arrange meetings- 
with representatives ot schools selected 
for assessment. 



4^ 



August 27-October S 



October 9-December 14 
(Assessment period 
for 13-year-olds.) 



NAEP District Supervraor will hold the 
above meetings to establ^lsh assessment 
weeks and to prepare school representatives 
for assessment, -ll^e District Supervisor 
will be in the area for a Jfew days to 
visit schools, and make necessary ptepa- 
rations. >^ ^ 

NAEP District Supervisor and staff will 
be in the arer for one or two of these 
weeks to assess ^ 13-year-old students. 



January 2-Mai:ch 7 -r- ; NAEt District Supervisor and staff 

(Assessment jteriod will be in the area, for one or two 

for 9-year-9lds) "Of thepe weeks to assess 9-year-ol<J 

f students. While in the'area, he will 
. " visit pr^-ncipals' of schools selected 

/ ^ ^or -17-year-pld' assfessihent' to select 

- " . students for participation. At this 

• ^V^' tlmk, he will also arrange an assess- 

* ' ^ • nent schedule to ,be followed during the 

• • ' ^ - . , 17-yaar-old Assessment period. 

March 3-May, 9 • • — ■ "NAEP District Supervisor and staff 

;(As8essment period ■ , " • VUl be in the area for ode or two 
for 17-year-olds3 ^ of .thesis weeks to assess 17-year-old. 

• students. 

r ' ■ . ' f " . 

After tur District SupervdLsor contacts district level and private school 
officials, we.wlii sepd f\" letter to them confirming the meeting time and 
place. We will ,alSa send a tiailout to- principals of the schools selected 
for assessment co Inforp them of the meeting cime 'and place and to describe 
the project. These maUout. materials will outline procedures necessary 
for the successful implementation of National* Assessment. , , ^ 

l^lthin each selected school, student^to be assessed are randomly selected 
from among age-eligible students curtently entailed and are assessed in 
groupfsesslons^ " The total pumber of group 'sessions assigned to selected 
schools wlU depend on, anwug other factors, the number of eligibl^s 
enroUed in each school. Each group session will cobsist of approacimately 
25 students, wlth.no student participating in more thap one sessioi^. 
Assessment sessions will last approximately ofie hour. ^ . ] 

An Integral par^'of National Assessment at the 17-year-old age levAl is 
assessment of lome of the young people in this age group who have do chance 
of being included rfji the In-scbool sample because they are not enrolled, 
in schooi4 .they Sither have withdrawn from' school or have complete(| 
. requirementd f(tr Jraduatiott earlier than others in their age group. There- 
fore," to ensure tflkt the National Assessment results are representative 
of the entire. 17rye9r-^ld age group, some "schools wll^ be requested to 
provide lists 'o# students "who have no chance of being selected for regular 
in-sfhool assessment. A probabUity sample of these 17-year-olds will be^ 
drawn to supp'iement the data collected on in-^chbol 17-year-blds., The 
schoolJt to be InvolVted in Xhis phase of National Assessment, a timetable 
(for completion of ^the lists, and procedures will be discuased by our 
District -SuE'ervisor at the Introductory mqeting. • , 



NATIONAL ASSESSMENT OF EDUCATIONAL PROGRES 
INFX)RMATI0N CONCERNING SELECTED SCHOOLS, 



Attachid is a c<lmputer printout listing the schools Jik your district* 
select>€d f'oA participatioh in National Assessment, The a^e group-(s> for 
which feach school has' been selected appears above the schoo^l name. 

Our^Dlitrlct Supervisor will call^you between August 6 and 17* to 
arrange a m^ing with you and the principals of the sAooIb -selected for 
participation in National .Assessment*' 

If any' of the ffajformatlon concerning school officials 6t school names 
addresses, tihone numbers, grade ranges, or total enrollmenta 1>. Incorrect. 
please notify the District Supftrvlsor of this when he call8 > Also, If 
there are any new schools opening In the fall of 1979, , please inf6rm the 
District Supervisor of the expected opening date, the grade range, and 
the projected total enrollment. 
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NAjllONAt ASSESSMENT OF EDUCATIONAL PROGRESS 
ADMINISTERED 8Y THE EDUCATION COMMISSION OF THE STATES 
FIELD 0PERAT10NS> RESEARCH TRIANGLE INSTITUTE 

P.O.BOX t2l94 • RESEARCH TRIANGL6PARK, NORTH CAROLINA 27709 



CONFIRMATION OP MEETING - SUPERINTENDENTS 



This letter confirms the date recently agreed upon for a meeting with you 
or your representative^. our District Supervisor, and the pri ncipals and 
designated coordinators of schools selected for participatipn in the 
eleventh year of National Assessment* 



cipatlpn 1 



Polders, slMlar to the one sent to you earlier, are now being mailed to 
those principals • In addition,' they receive a Memorandum to School 

Principals and a Principalis Questionnaire, copies of which are enclosed 
for your information, and a le^iter informing them of the date, time; and 
location of the meeting confirmed for: 



Tfie National Assessment staff XooHs forward to working with yoir^ and your 



staff* - . 



Sincerely , 



Donald G* Smith^ ^ • * , ' 



'National Pield Director 
Research 'Trlaxi^le^ Institute 
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INITIAL LETTER TO PRIVATE' SCHOOL OFFICIALS 



^/July 16, 1979 



tor the past ten years, the KatlonajL Assessment of Educational Progress 
has surveyed the educational achievement of 9-, 13- and 17-year-olds in 
tradltlonl learning arfeas and has reported its findings, to the nation. 
In addition^ the assessment project is providi;ig research data, services 

. and resource materials to a wide variety of state, local and national ^ 

^cd^icatlon agencies. 

We ^re requesting the participation of your school in the 1979-80 Katl^onal 
Assessment of reading and literature. The parUclpation of your school 
is an essential element -in- this continuing survey of the knowledge, skills^ 
understandings and attitudes o{ United States youth. The ability. of 
National Assessment to make contributions in educational research and 
services has in large measure >een due to the outstanding cooperation ^f 
the nation's publlc^and private schools. , j ' . 

■ < 
Although requests are made of school personnel to assist with certain 
tasks essential -to conductiijg the assessment, 'such requests are kept to 
a minlnrtim. Our staff carry out the random sample selection of students 
and administer the'^sessments^ in cv.ery part^lcipatlng school. Each seleyted- 
student will participate in no more than one 1-hour session.- The national 
■ sample is>,designe^ sp that no school will be selected for parttcipatlcto 
in^^Hational- Assessment more than once in a four-year cycle. 

A -folder containing additional information about Kational Aa^^sroierit, a- 
schedule of this, year's activities, a printout containing important infor- 
mation aboUt your school, and-a. suggested time for an Introductory meeting 
is being mailed under separate cover. Our Dlstript Supervisor will tele- 
phone you between August 6 and 17' to discuss a mutually convenient time 
and location for the meeting. 

The Chief State School Officer has beAn. informed of the districts selected 
in the state and of our plans to contact you. Thank you fdr your cooperation. 

Sincerely » * *• . 



R#y H. Forbes, Project Director 
Kational Assessment Project , 



4* 
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NATIONAL ASSESSMENT OF EOUCATIONAL PROGRESS ' 
AOMINlStEREO BY THE EDUCATION COMMISSION OF THE STATES 
FIELO OPERATIONS: RESEARCH TRIANGLE INSTITUTE 

P.O.BOX 11194 • RESglARCKJIBlANGLE PARK, NORTH CAROLINA 27709 

(910)641-6000 . . . . ^ 



July 23, 1979 , . , 

PRIVATE SCHOOL OFFICIAL'S LETTER IN FOLDER 



Recently you received a letter from iXr. Roy H. Forbes, Project Director 
of National Assessment, reqiiesting the cooperation and participation of 
your sch6(5l in the J.979-80 assessment program. The letter also indicate! 
a folder- of information, materials would follow. Included with the folder 
are a memorandum put^ining thl\j year's assessment activities and a pom- » 
puter printout identifying the age group (s) within your school selected 
for participation. * ' ' * 

.The pockets of the folder contain informational 'materials about National , 
Assessment, including ex^^le exercises and objectives. for the areas to 
be assessed during ^this school year: reading and literature. Attached^ 
to one pocket is the card of our district Supervisor who wi^l?contact^ 
you by phone between August 6 and 17 to arrange, a meeting and discuss 
with you the National Assessment program. The suggested meeting date is: 

■ • ■ ; " \ 

National ^Assessment, in response t<x concei:i|4^of school, officials (selectlop 
*of .the same schools by other research group* et^*) has adopted a sampling ^ 
frame in which no school will be selected for National Assessment more than 
*^once in, a four-year cycledj*«frThe partdcip'ation of the schools selected this 
yfear is extremely im^tant to that aan^^ing frame, and we are most'hoReful 
of their cooperation* We look forvArd .t«2lMting and vprking with you. 



* V Sincerely, • ' • < A 



V 



-1 



Donaldf d. Smith. 
National Field Director , 
Research Triangle Institute 
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COKFIRM/^TIQ^ OF MEETING - PRIVATR^SCHOOL OFFICIALS 



^9tis letter Confirms the date" recently agreed upon T6r a meeting with ^ 
you or your representative and our^ District Supervisor concerning your 
school^ s participatioii in the eleventh year of National Assessment. , 
The meeting has been scheduled far: 



Enclosed is a menoradw outlining the role of your school in National 
Assessment. There is also a Principal's Questionnaire which should* be 
ctJmpleted prito'il to the meeting and given to our District Supervisor at 
^the meeting. . ' \ 

We appreciate your cooJ>eratiott and look forward to working with you. 
Sincerely, N . ? • ^ ' * 



> 



A Donald G. Smith , 

' National JPield Director 
Research Triangle Institute 

Enclosure " * 



/ERJC • . . . , „ * 
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principa;^ letter in polder 



1 • * \ 

Your school is one <5f several in the arfea randomly selected to participate 
in the 1979-80 National Assessnjent of reading 'and literature, Recen^ljf? 
we contacted your superintendent regarding the schools ^within the distrftt 
that were selected in our national sample • The discussion with tKe super- 
intendent established a meeting with hlia, our District Supeifvlsorl and 
principal? of schools selected in the area. The meeting is schedJ^-ed for: 

In some instances the principal coordinates assessment act:lyities or 
frequently ^he principal designates a member of his staff to Act as coor- ^ 
dinator. It is extremely Important that the individuifl who will coordinate 
asfe^sment at the school atftend the 'introductory meeting. If you baVe / , 
questions concerning aSrrangements^ for this meeting, please contact your^ 
superintendent prior to the date of the meetings . ^ 

' r - * ' A- " 

Enclosed is a memorandum explaining the role of your school in National* 
Ass^sment. Tljere JLs alsb a Principal's Questionnaire which should be 
completed prior to the mefeting And given to our District Supervisor at the 
meeting. In the pockets of the NAEP folder arc various descriptive mater ia^ls 
which explain this educatioi^al research study in detail. Attached to the 
folder is the business card of the District Supervis'of who will be working 
in your area* ^ - . 

We appreciate your coopera^on and look forward .to working with you* 
Sincerely, 

Donald G. Smith 
National Field Director 
Research Trifingle Institute 



Enclosures 
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.,^TIONAU ASSESSMENT OF EOUCATlONAt EROCRESS 
ADMINIST6RED BY THE EDUCATION COMMISSIOfJ OF THE SJAT^y^ 

FIELD OPERATIONS: RESEARCHTRIANGUE INSTITUTE ^ 

P.O.BOX 12194 • RESEARCH TRIANGLE PARK, NORTH CAROLINA 27709 
{919)541-6000 / ' ' 

MEMORANDUM TO SCHOOL PRINCIPALS 
* 

♦ 

During the 1979-80 school year, a national* probability sainple tff approxi- 
mately 1,800 schools and 100,000 students' ages 9, 13 and 17 are expected '-^ 
to participate in>the eleventh National Assessment of Educational Progress. 
Assessmant in "the learning areas of reading and literature, will he con- 
ducted. This will be the third assessment in reading and the second" assess- 
ment in literature, thus providing results which can be cotupared with 
previous assessment findings. Officials of participating districts and 
sfchooU will receive copies of reports relating to the "1979-80 assess- 
ment . 

•WHAT AGE GROUP (S) WILL BE ASSESSED AT YOUR SCHOOL? ' 

The 4ge group(s) for which your school has been selejited is circled in 
the upper ritfht-hand comer of the, enclosed Principal's Quastionnairfe. 

WHEN WfLL- the' A^ESSMpr TAKE PLACE^N^ " ' ^ 

The 13-year-old assessment will take place nationally .between 
October 8 and December 14^ 1979 • • ' \. 




The 9-year-old assessment will talfk place nationally between 
JtouAry 2 and March Jf 1980, 



« . The 17-year-old assessment will take place nationally between 
March 3 and M*y 9, 1980. 

WHAT IS REQUESTED OF^THE SCHOOL PRIOR TO THE pTTRODTJCTORY MEETING? 

« It is extremely import&nt that the individual who will co ordinate 
assessment; at tlie school attend the introd uctory meeting. In some 
instances iiiie principal coordinates assessment activities or' ^ 
frequently the principal designates a. staff meniber to act as coor- 
y diiator. , It would,- therefore, b6 most helpful if the decision is 

made' prior to the meeting as to who will act ds coordinator. 

0 ^The enclosed "Principal's Questionnaire" shquld be completed and 
brought to the introductory meeting by you or your designated i 
coordinator. • *■ ' * 

^ HOW IS THE ASSESSMENT ADMINISTPRED? ' ^ ' ^ 

# ^Our District Supervisor and Exercise Admi n istrators administer every 
group sessio^n. V ' 

* • No full-time school personnel will be asked to admlnj.ster .any se^sioa, 

. • . : ■ . . 21.C 



• A* sample of students who* will participate is randbmly selected from 

a Student UstiQg Fqrm prepared at the school. The list contains the 
nan^s of age-eligible students, regardless df grade, who ^re currently 
enroUed. A sufficient , supply of Student Listing FonAs together • 
with detailed instruct ibos for th6ir completion will be distributed 
at the introductory ^meetixig. 

• The student sample is diviied/into a nUmbe^of group sessions each 
^ coaiiBUng of Spprori^teiy 16-25 «udent<,. . . . ' 

« The total number of sessions to be administered in a school depends 
upon, among other factors, the .number of age-eligibles enrolled in 
a school. • * ^ , ^ 

■ . • ' ' * • ^ 

• Each" group passion lasts approximately one hour. • • * 

• The names of students are used for National Assessment purposes, only, 
are not disclosed o^reieased to. others for any purpose, Sad are 
destroyed after 'si;j!^onths . , 

Our Distri.ct Supervisor qay wish to hire temporary personnel in your area 
to administer assessment, exercises; e.g,, substitute teachers,, graduate 
students, etc. Should this be the case, the District; Supervisor vttll ask 
for 'recommendation* of qualified people at the introductory meeting. He 
will then c*itact ipfilicants and hire personnel acfordidg to his needs. 

An integral part of National Assessment at the 17-year-old age level is 
•asaAsment of some of the young people in this age group who have no chance 
of being included in the in-school sample because t^hey-are riot enrolled 
in school; they either have withdrawn' from school or have ^completed 
requipements for graduation earlier than others in their ^ge group. There- 
foret to ensure that the Kational Assessment results are representative 
of thfe entire . 17-year-old age group, some schools will be requested to 
provide lists of students who have no chance of being selec^d for regular 
ia-school assessment. A probability sample of these 17-year*»l<is will be 
drawn to sufplMiene the data collected on in-school 17-year-olds. The 
schools to ber involved in this phase of National Assessment, a timetable 
for completion of the lists, and procedures will be discussed by our 
District Supervisor at the introductory meeting. 
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NATIONAL ASSESSMENT OF EDUCATIONAL PROgRESS 
ADMINISTERED BY THieOUCATION COMMISSION OF THE STATES 

SCHOOL PRINCIPAL'S QUESTIONNAIRE 



Th„ rtftoft i«.othof«td by \w <20 U S,C. 1221 cD.Wh.U 
voo «r< w/t fiqoiredto rwond. your coop»r««n U nttded 
'to m«k« th» rtwlu of thi» wfvty compfth«n»iv«. •eeuwU, 



\ t 

Primary Sampling Unit 



D 



School Number 
Age GrodpCs) 



□mnnnzon 



K^mer of •School 
# 

^ddres^f School 





PLEASE • I 

PICII5T , N ' „ ^ ' . , 

Name of School Principal 



l^ame or acuvw* i. ..^..-^r—^aj.; — 

H.« at^d eitU o,J p.«on completing the fom t£ o%er thin school prlaStpal 



Name ^ 



Title 



. ^ c r^nrrpnt enrollment and the averag^ daily 

grades not; served by your school-) • . . 

Grade 

Enrollment 



Average 

*Oaily, , ^ 
, Attendance 

2. approximately w^t P«c"enSg. of the .tudeut. ^endlns^your Wol live In each 
' of the follo«i®Npev? 

% A 'in a ruiA area (less than 2,500) 







2 


3 


4 


5 

» 


• 

6 


7 j 


^8 


9 


10 


11 


12/ 












• 
















• 




















m 







_£'b In a to2n if 2^500 to 10,000 
% C In a town of ia,000 or more 
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lOOZ 



/ 

•(Items ArC dhoul^ add to 100%) . 21 b . 

(Please continue on -the other side) 



/ 



7 



. ^. Approxlbately what percentage of the stu^pnts 'attending your school are children 

% .■ ." ^ -• • ■•• 

•% A Professional pr * manage ial perafonnel ^ 
' . . ' ' " ' ♦ 

^ % B Sale3, clerical, technical or skilled workers . ^ 



Z C factory or other blue collar workers 

% D Farm workers 

JJ E Persons not regulatly employed 

% Persgns on welfare ^ 



. (Items A-F should add to lOOZ) 



4. Apprdximltely what percentage of the students rftending^ur school 'are^ 

X 'A American Indian 'or Alaskan-Hat ive ^ - 

1% B Asian or Pacific Islander ^ 

^ % C Hispanic, t^jjterdless of race (Mexrcan, Puerto Rican, Cuban, Central 

' or South Aia«ican or other Spapish culture ot origlb) 



% D Black ind not Hispanic 

VJfiite and - not Hispanic. 

(Items -A-E ^ould add to 100%) 

100% , >^ 



A 



i. \oeEi your schobl qualify for^ESEA Title I assistance? 

;_*Yes - Jf Yes, afpproxiaately that number of OTidents qualify for 

and what number of.^udents are deceiving ESEA-Title I assistance? 



ali^ 




Approximate number of students quaj?ifying for £SEA 
Title- 1 assistance y ' 

Approximate number of students receiving ESEA Title I 
^assist^ce. 



No ^ f 



THANK YOU FOR YOUR COOPERATION 



s 



Educatio n Vom mfssion j)! the States 

.. i-r^ UNCOLN TOWffl • 1890 LINCOLN S MKI 
* WJ-MCO • DENVER, COLO/^ADO iOJOJ 





THANK-YOU LETTER 



Thank you for your cooperation and participation, in the 1979-80 National 
Assessment program.^ The assessment of the educational achievements of 
9r, 13- and 17-y^ar-olds in more than 1800 schools requires the contri- 
butiong of mgny* individuals. At no level are cooperation and support 
mote important than , at the participating district and school levels • 
We appreciate the support of your teachers and students and the accommo- 
dation of our program into your busy schedule. 

Data collection for the 1979-80 assessment will be complet^ in May of 
1980* The first reports on results are due during the summer' of 1981, 
and. you will receive copies of these reports Immediately after their 
publication. * '* ' 

• - ^ 
If your na^ is not on our mailing list and you would like tck receive 
the NAEP Newsletter, please complete the^ enclosed card and return it.. 
The newsletter describes current trends and recent developments of t 
National Assessment. 

We would .like your reactions to the procedures employed in^conducting 
the assessn^ent in your district/school. Your .response^^-^ the enclosed 
questionnaire will help us to improve procedures and assist the field 
staff to better coordinate future asscyesment activities.' 



Once again, thank you for*^our cooperation;* 
Sincerely, * * 



Dtinlap Scott /Jr. 
Director of Operations 

Enclosures 
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THANK-YOU LETTER (COORDINATOR) 



Thank you for your cooperation and participation in the 1979-80 National 
Assessment program. * The assessment of the educ.atlonal achievements of 
9-, ,13- and 17-year-olds In iqore than 1800 schools requires the contri- 
butions of many Individuals. At no level are cooperation and support* 
more Important than'at the participating ^district and school levels. 
We appreciate the support of your teachei;s and students and the accoomo-^ 
datlon of our program in tp, your busy schedule. We would alsd like to 
thank ; for fulfilling the role of coprdlnatdr* 

Data collection for the 1979-80 assessment will be completed in May of 
1980. The first reports on results are due during the- suioner of 1981, 
and you will receive copies of .these reports Immediately after their 
publication. 

If your name is not on our mailing list and you would like to receive 
the NAEP Newsletter, please complete the enclosed card and return it. 
The newsletter describes current trends and recent developments of 
National Assessment. • - ^ 

We would, like jrour reactions to the procedures employed in cbnduct^ing 
the assessment in your district/school. Your responses to the enclosed 
questionnaire will heliJ us to improve procedures and assist the field 
staff to better coordinate future assessment activities. 

{<sJtS^ Once again, thank you for yo^r cooperation. ^ ^ 

Sincerely, 



Dunlap Scott, Jr. 
Director o£ Operations 

Enclosures 
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SCUOOL OmCIAIi'S QUESTIONNAIRE 



Thirreport ts^utbpriztdby law 120 U.S.C. 1321 c*lJ. While 
Yi>^«rt not Mpond, your co9pe« '^^hri h nttded 

• Id rrMt^t tht rt!um of this turvty C0fTiprih«ra^^ •ecuritt. 



PSU NUMBER 
DS NUMBER 
YEAR 
DISTRICT 



NAME 



I I ApproviJ Explrts 9/30/ 



I 



I 



TITLE 



TITLE 



. DISTRICT NAME 



AGE GROUP 



!• Superintendents are usually notified by nail in July of the selection of 
schools within the j^r. districts for participation in National Assessment 
* during an upcoming school year. Hqw do you feel about the timing of^this 
notification? * v ^ ^ * 

I 1 Jt^ly provided .adequate advatil^e notification. » 

I I July provided inadequate notification. Superintendents should be 
notified ^eks prior to July* 

2. Did the printed information you rece^^ved about National Assessment adequately 
explain the pro'g^tam and ita purposes? , 



Q Yes. 

I I No. Please explain 



3. 



Is/jifje .introductory meeting wich the NAEP District Superviso\and school 
principals the laost useful ^proach for explaining the purposeN^f the 
project^ the school* s role and asdesament procedures? ) 

(l Yes» the m&sting is necessary < 

Q Yes> the meeting is necessary for those schools that are participating 
In NAEP for the first time. 



No> the meeting iff not .necessary for those schools that have parti>pipated 



in prior NAEP ^assessments. ^ ^ 

^ Q No> the meeting is not necessary. A phone call or another approach should 
he fonotilated fsuch as )• 



4. How well did tlie NAEP District Supervisor explai 
the schooUs xol^ and assessment procedures? 



n the purpb 



a* Purpose of project 

s< School's role 

c. Assessment procedure^ 

'HIE^orm ITo. 2371-S > 



Vety 
Well 

□ 



Fairly^ 
Well " 



se of the project » 



Not Particularly 
Well * 



□ 

o 
□ 



□ 
□ 
□ 



COHTIHUED OK BAQC 



FOR OFFICE 
USE ONLY 
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HOW would ycu cl.«.^e the ««£ul.e» of As«.»«.t 
district? 

-| very u.,ful. n» CO national A..ess«e«t =.cerial. or., 
services. 

□ Useful in an academic sense only. . ' 

Q Of no particuUr use. 

□ Had an extenalve .=o»nt of information >o« the project.- 

□ Had a lot of .infot«atton about the project. • 

□ Had some information about the project. _ . ; 

□ Had very little information about the project.. • _ 
. □ H«l no information at all about the project. 

. your --4- --rr^^^^^^^ z^^x 

Asaessoent materiala at tne 

t 

t • 

□ HAEP objectives. [ ' ' .• 
Q HAEP exercises (items). } 

\ J]3 NAEP results., V 

HAEP exercise kits. ' V V 
Q Technical assistance. / 

□ HAEP data tapes." . * 
□ Other (Specify) _5 ^ ^ ^ o 



' □ ^ve not utilized any of the above KA^ materials. 
8. Please pibvide any cc:»^nts or suggestions, ^ou wish to make. 




NAME* 
TITLE 



SCHOOL MAME 



SCHOOL' OFFICIAL'S QUESTIONNAIRE 



TWt f«>ort H •utbocbtd by Ifw W U^.C. 12?t c-l).WhHt 
you Kt not'rtQMktd to rtipood, ytkircooptntkxi b n«fd«d 
to mtict tht flriuitt of thH luivty'comprthtmWt. tccumf. 
•nrftkntly. 




t I - App w»t expirts 9/30/2 

□ . 



1. Superintendents are notified by call-in July of the selection of their schools 
( for participation In National Assessment during an upcoming school ^ear. 

Principals are notified by National AssBSSoent In August or Septemjber . 
following telephone discussions with Superintendents. How did you feel about 
the timing of your not^4^catlon concerning ,the assessment? j n— 

\ Q The timing provided adequate notification. 

1 1 ^e timing was Inadequat^e because more advanced notice vasL needed. 
P^nclpals should He notified weeks prior to September. 

2, Did tTl printed laformation you received about National Assessment adequately 
explain the program and its purposes? 

1^ > 



n ^es. 

^ No,' Please explain 



FOR OFFIC 
USE ONLY 



□ 



3. Is the Introductory meeting with th^ NAEP District Supervisor and school" 

principals the most useful approach for explaining the purpose of the project, 
t^e school* s role and assessment procedures? 

■> ■ 

* ri Y^S| the meeting is necessary « 

^ fn Yes, the meeting is necessary^f or t}f\ose schools that are participating 
f . In-NAEP for the first time/ 

I I N0|^ the meeting is not necessary fot those schools that have participated 
in px^io^ NAEP assessments. 

{~| No, the tweeting is pot necessary. .A phone call or another approach should 
be formulated, (such as ' » ^ )• 



Hoi/we 



well did the NAEP District Supervisor explain the purpose of the project, 



the school* s role and assessment procedures? 



- \ ^ » • Very 

Well } 

Purpose of project " , (Zl 
* School* s role / 
Assessment procedures . 

V 



'Fairly 
Well 



Not Bartlcularly 
Well 



□ 
□ 



} 



□ 
□ 
□ 



ERIC . 

ni& rorm No* Zj71-o 



CONTINUED PN BACK 



□ 



□ 
□ 



. Hov would you rate the manner in whlch^e *^^^EP District Supervisor and^or 
Exercise Administrators conducted ass^pet^t in your school? ^ 

n Very well. * / _ , " ' 

. . P Fairly well. ' * . . 

Hot particularly -well. 

6. Did any o£ the following cause problems? Oieck all that apply. 

^LJ Timing ^qf the introductory meetihg. ^ 

1 I Amount o£ lead time prio? to assessment. 

< Q] Time' t3f^ ear of assessment. ' 

j~| i^iint o£ work required o£'schqol s.ta££^ 

^ [H Completion o£ student listing £orma. 

j~| Space foT administration o£ assessment. 

I 

7. To what extent were you aware o£ National Assessment prior' to our contact 
with you? . - . 

'(~| Very aware. 

n Aware* - * , . ^ ^ 

^ Not aware.* ^ / ' 




8^ Which o£ the following assisted you In becoming £amll^ar with National 
Assessment? Check all that apply* 

□ HAEP Newsletter. ' " , * " - 

n NAEP Brochures. 

[j KABP Reports. , . 

□ ■ . /ft 

HAEP Da^rTapes 

(~) NAEP press or other conferences^ ^ 

n Articles about NAEP In magaalnes, newspaper^ or Journals. 

rn Participation In a^prior NAEP assessment. 

P] -Other (Specify) 



9. Please provide any comments or suggestions you wish to make. ^ / , 

7 - 
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THAHK YOU VEB7 KUCH 



APPENDIX B 

Phone Call to Superintendents (anS 'Private School Officials) 



Call all super inteiients and private school officials involved. ^It 
is recognized that not all steps, will apply to ^11 calls and that somi^ 
trails' will not proceed in the sequence indicated. Before calUng a 
superintendAt. determine which steps are applicable to that superintendent 



(or. private scKool head) . 




0 



B-1 



( 



Phone Call to Superintendent * 

A. Call per8on-to-per80Q to superintendent « lti^ntl£y 
yourselfv^^^fi^gefir that materlals^vere received^ 

Q "Good momiti& ^gupejr^ntendent's name) • My name is " 

. I represent the National Assessment of 

^ Educational Progress. We recently sent you materials 
conoenl^ng the pr'oject. I hope that yott have re- 
ceived the materials and have had an opportunity to 
read them. I am calling today to answer any ques- 
tlons you might have concerning National Assessment 
an<^o discuss arrangements for assessment In your . 
acpooi district*" (Discuss National Assessment as 
necessary.) ^ ^ 

B. Establish meeting date, time, and place. 

"Is r (date) convenlepfrxfor a mee^tlng with you 
and^the principals of the schools on* our lists? 
The meeting will last about 1 hour. Would 9:30 
a.m. (1:30 p.mO be a good time? What meeting ^ ' - 
site would you suggest (his office,* dlstrlbt con- 
ference room, 'etc.)?" (If DS id^shes another 'public 
or private school district to be Invplved : 

**We would like to have nr. 4_ of 

* ach|ol district and his, priyipals ifttcnd - 



CONTACTING 



SETTING DAj 
.TIME, AND 
•PLACE 




C. 



^ ERIC 



this meeting also* Mnv we. arrange for this?") 
Check Lists of Schools Selected for additions, deletions^ and 
corrections (correct as 'necessary) • 

« 

22i 



••I^ the information on cmr List of Schools correct? 
Will any new public or ,^rivate schools open in your 
district this ^11?" (If there will be nfew schogls, 
ask for grade ringes and expected totA enrollment • 
so y.u'can relay this information to Rtl.*> Inform 

* a 

the superintendent that new schools are not auto- 
matically in the sample, and that he will be informed 
*if any new* school is selected.) "Have an:^of the ' 
' schools listed on the printouts closed ^ince last 
year? Havfe any consolidations occurred, that affect 
any of the schools listjBdt'i- (Correct your lists 
as* necessary.) .'Ik 
Inform him of plans to contact principals. ^ 
"We plan tp contact the principalV of the schools 
selected for ^ssessmenp by mail within a few- days. 
A copy of the aailout^will be sent to you.-We^ 
'will inform the principal that. only one school^ 
representative (either the principal or a member. 
' ' of his staff whom he appoints. as his coordinator 
for National Assessmeiit) need -be S the meeting} 
but we certainly wotild welcome the principal and 
the school coordinator if both could attend." 

••We would appcficirf^fi your notifying t)ie 
principals involved jof their selection and of 

the nee ting time." 
» 

If amew school is not under this superintendent's jurisdiction, 
atte4>t to. find, out whom you can contact for information. 



CORRECTING , 
Lists OF ) 
SCHOOLS 



CONTACT OF 
PRINCIPALS 



FOLLOW-UP 
MAILOTJT 



Confirm meeting date, time; a^d place. 

* "Thanl^-yjou very much for your*help (name) ' . 



I' 18 looking forward to meeting with^ou and your 
,principals on (date) • at (time) . and 

(place) . ^ We will send you a letter, to con- 
firm these arrangements/*' 



CONFIRMATION 



A 



'1 



V 



APPENDIX C * 

■ « 

TABLE OF CONTENTS 



/Item* 



kr Eatl&ation Con^asion of the States Membership Map- 

Excerpt from Department of Health, Education and Welfare 
Organizational Chart 



C. Governing Structure of ECS 
National Assessment Structui;e 

E. "Not Just Another Standardized, Test" 

F . News "Release 

G. Background Questions (9 and IS-Year-Olds) 

H. Parent^al Information Letter (Two Versions) 

I. Parental Implied. Consent Letter ("^o Versions) 

f 

J. Parental Permission' Letter (Three Versions) 
k!^ NAEP Brochure 



C-1 
C-2 



Z-k 
C-5 
C-12 
C-15 
/C-16 
I C-18 
C-20 

End o£ Appeildix 
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EDUCATION COtAlT \k)N OF THE.STATES 
. Membenhipasof Julf 1979 . 






Alabama 
Alaska 

American Samoa 

Arkansas 

Califomta 

Colorado 

Connecticut 

Delaware 

FtorWa 



Georgia 

Idaho 

Illinois 

Indiana 

Iowa 

Kansas 

Kentucky 



Louisiana 

Maine 

Maryland 

Massachusetts 

Michigan 

Minnesota 

Missouri ' 

Mississippi 

Nebraska 



New Hampshire 
New Jersey 
New Mexico 
New York^ 
North Carolina 
North Dakota 
Ohio 

Oklahoma 



Oregon 
.Pennsylvania 
Puerto Rico 
i)hode Island 
South Carolina 
South Dakota 
Tennessee 
Texas 



Uiah 

Veonont - 
Virginia 
Virgin Islands 
Washington - 
West Virginia 
Wisconsin v 
Wyc^lng 
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June, 



EXCEBPT PROM DEPARTMENT OF HEALTH, EDUCATION 
AND WELFARE OafiANIZATIONAL CHArT 



LFARE OaSA 



Department ofyH^alth, 
Education and Weli^are 

Joseph Callfano 
Cosmiissioner 



AssistaTat Secretary for Education 
^ Mary Berry 



National Institute 
of Education 

Midiael Tlmpane 
Acting Director 



- National Assessment of 
Educational Progress 



Hartin Milrod 
Project Monitor 
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June» 1979 



ITXZXJlC CO^CtlTTZC 



T 



Executive Director 
Warren HIU 



r 



Aitt Exec. Dlrr 
Fed,-Orgn- Re- 
IfeUons 

/^ ^i McGuionegg 



Dir^ept of 
Elem/Sec Edoc. 

Rould Smith 



Afttt Exec. Dir. 
SUte Relit ions 

Robert McCall 



Assoc. Exec. Dir. 
Projpram sad policy 
jofanrol^r 



Dir. Dept of 
post Secondtty 

Education 
Rictoird MUlard 



Dir. Dept. ofRe^ 
^trc'h 6 inforzns-* 
Uon 

Ross Vl»tadBre&^_ 



I 



AsBOCr Exec 
t)ir.-* Commuz>* 

Allen 



Dir. Center for 
FlnsDce i^^^tw 

Allan Odden 



# ■ 



Cocrdlnator^ j 

Admlnlstra- 

Uve Service! 
LarrV'Lartc 



1 



DiA Center 
tor Assess- 
ment |e E^1« 
Roy loibes 



Dir. Kational 
Aasesi. ProJ« 
Roy FOrbei 



'National Assessment Structure 



Director 

Executive Officer 

Office^anager 

qjuallty Control Officer - 

Director^ Liaison 

Director, Public Information 

Deputy Director for Operations 
az)d Director, Development 



Director^ Publications and User Products 



Director, User Ser^^es 
Director, Analysis and Research 
Director, Data Processing 



Roy H» Forbes 
Harold A. W. Ttt>bs 

f 

Emmadine Speaks 
Susan Oldefendt 
Dunlap Scott, Jr. 
Wayoe-*Iartin 
Gloria Frazler 

Rex Brown 



Jack Schmidt 
Donald Searls, Adting 
Hugh Cobb, Jr. 
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NAKONAL ASSESSMENT OF E0"CATI0NA1. PROGRESS ' . 

. A PROJECT OF THE EOUCATION COMMISSION OF THE STATES 
F.ELOOPErfAT,ONS: J^^^R^^^^^^^^ 



Sarmdn J. Finley ; ' ^ 

• ^ HQT JIM AHOIHER STAIMDIZED TEST 



Dr. rinley served as aksocuzte staff director aM director of exerctBe 
• development for National Assessment for four ykars.' She P^J-^^f 
. the end 1971 to bscom a principal research scvenUsX on the staff at .he 

Zerican Institutes for Bese'arch in Palo Alto, Califorma. A forffJ^9h \ 
' ' school mthsrnatics teacher, she has 'been director of j;esearch and data pro- . 
. cessing, Sonoma County (California) Schools, and has served as ^If^J'J^ 
vi-ofessor of statistics and educational measurement at several unzversvtzes . 
, > She received her B.A. frm VC Berkeley and M,A. and Ph.D, from Teachers • 
.College, Columbia University. 

Every year, b-illionfe' of dollars are 'spent on education in the Ufited 
^^t-axe^0i^b4 Wings, on teachers^salaries. on cur.riculum.pl^^^^ 

very little as, Hn(iwn abi>ut the effectiveness of this expenditure. The 
; purpose of the National Assessment of Educational Progress is gather 
. infornfetioA vhictv^ilJL help'ansver the question, /'Hovnuch good i? the ^ 
^expendifure^do^ng^ tern,^ of what young Americans 'tSiow and can do. 



♦ 



' National Ms^ssment, as a nationwide project collecting inf orinatibn 
about .ce^tai^ IVps of young Americans, will, over a P"^^^''-/^,^ f^^i,^ 
vide vajua-ble-informatlon needed.to make wise decisions about the allocation 
of ouy 'resources within 'the field of education. 

/£oncern dv^r the need for this type of national informition ^ 
during, the txm%, Francis Keppel was U.S. coinnissioner .of f-^^^^^ ^flduca- 
^KeppelldisWred that in the original charter of the U.S. Office of oduca 
tion 61^67) a ch«^ge v^as given to the U.S. coirtaissioner to determine the pre 
gress of eLcatiS This provided the init^l impetus for -National Assessme 

' After a number of conferences and disc^sions initiated by Commissionei 
keppel, John H. Gardener, then president of'Carnegie Corporation ^sked a 
disttniuished group of An^ericans to form the' Conmittea on Assessing the Pro 
gresfoffducaLpn'^under the chairmanship of R.lph W. Tyler C^^en director 
of the Center for Advanced Study in the Behavioral Sciences, Stanford Cali- 
fornia). Their charge was to consider 4evelopment of an assessment P"Sram 
vhlch would T>rovide benchmarks of edu'cat;ional progress as a basis for eval- 
uating cLnging educational^eeds of; our society over t^.e years. Speci] 
ically, they were to: * , ^ 

' 1.' Determine how a/national abessn&nt of educational progress 
could be designed; 
2. Develop. a^id test instruments and procedures for the assessment, 

and • . ' 

3 Develop a plan for, conducting the assessment. 
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' T^MT^ars of work, financed by "the Carnegie Corporation of New York 
and the Fund for the Advancement of Education of the Ford Foundation, went 
into defining goals and developing "measurine instruments to answer these 
questions. The work vas done in ponsultatitn with subject-natter experts, 
leading educators and interested layment. Ten subject-matter areas were 
defiined for assessment: Art, Career and Occupational Development, Citizen- 
ship, Literature, Mathematics, Music, Reading, Science, Social Studies and 
Writing.* 

In '11^9-70 the first actual assessment was made— in the areas of Citizen- 
ship . "Science and Writing. Since then, all ten areas have been assessed once 
and Science, Writing, Reading, Citizenship, and Social Studies have been re- 
assessed. 

liATia^AL ASSESSI-'EWT BY DESIGN SET OUT TO ASSESS WHM THE MOST CAPABLE PERSON 
S ro.^HAT t5e A?ERA^^^ COULD DO. AND Vm THE LEAST ABLE PERSON 
COUUD DO AT EACH'AGE LEVEL IN IKE ASSESSMENT. 

% 

> 

The exercises in each area are designed to measure vhat groups of people 
knou and can do. Data in each subject area are collected by; ^» 

Four age levels [9,'13> 17 and young adult^^C^e^S) 3 

Size and type of community (low metropolitian, high metropolitian , 
extreme rural, main big city, urban fringe, medium city, small 
places) . « 



Four geograplflcai regions^Northeast, Southeast, Central/ West) 

Four educational levels of parents (not more than 8th grade, more 
\- than 8th grade but less than high school graduation, high school 
graduation, some formal edu^iation beyond high school) 
■ • . » 

Color (Black, White, ^ther) ' • 
Sex 

* 

For the l^irst time in American education, there is a plan to syste ^tic^lly 
sample what people^know and can do and to report the results to all people in- 
volved directly or 'ipdircctly in the ongoing process of improving education. 

Defining Goals vs. Comparison With an Average 
^ ^ * * * 

In the National Assessment program, specific objectives^or goals are de- 
fined and exercises are written which determine how well these goals are being 
net For example, in Citizenship a major objective is to "Support Rights and 



Freedoms of All Individuals." One specific vay In which a person might meet 
this goal is to defend th^ right of a person with very unpopular views to ex- 
prtsss his opinion and support the right of '"extreme" (political or religious) 
groups to express their views ^ ptibllCt 

6ne exercise which was .written to try to tell whether or not this objec- 
tive was being metf is as follows: V ^ 

m 

Below are three statements which make some peopl*e angry. Mark each 
statement as to whether you think a person on radio or TV should or 
should not be allowed to pake these statements: ' 




'lUissia is better tJAn the Unite! States." 

"Some races of people are better ^hap others." 

"It is not necessa"^ to believe iai God." 

This is the goal-oriented approach* The objectives or goals repres^t 
a kind of standard which is consiSered desirable to achieve. The ^exercises, 
if they are good measare&r tell to what extent the goals are baitig icKi«vad, 
This approach tells very specifically what a persorf^knows or can do. 

In the norm-referenced approach which is typical of standardized testing 
programs used by most schools t there are no standards, although the results 
are sometimes misinterpreted in such a way as to imply there are standards. 

V 

The main purpose of the traditional standardized testing program is to 
place individuals taking the test in rank order from h^gh to low. The re'siilts 
can then be u^i^ to counsel or to^roup youngsters fey: Instructiooal purposes 
or to select toem for special programs or for college entrance, etc. Stand- 
ardized tests are also used to evaluate instructional programs or schools or 
districts or even whole states but the results will only tell whether or no't 
the program (school or district or state) is above or below the average of the 
group upon which the test was^ standajrdlzed. It will not tell what people knov- 
or can do, except In a very limited s^^* 

Amount of Coverage 

The assessment of any subject area for National Assessment is as coppre- 
hensive.as posslbl^ Every effor^ is made to measure each of the objectives 
in each area. The minimal axaount of material needed to do this generally 
ranges from about six to eight iiours>of actual assessment time* ,Thl^ does 
not mean that any one person is subjected to so many questions. The total 
amount of materials is divided into 35-mlnute unit^ (for in-school adminis- 
tration) and 45-minute tinlts (for administration outside of scSool)* l^o 
yovngster in school takes more than one unit and adults may elect to take 
up to four units. Since National Assessment is .Interested only in group 
Results, it is possible to portloh out the materials in thls^^nner and 
keep the demands, placed upon any youngster or school «wlthin r&Agfinable limits. 



• I„ contrast. ,he ^^i^^^^'^^'^^^^^^^^ rcH-rn'LuL'he 
70 BiT,ute8_vorth of ^^"^"^ ^^^^ -^^^y^fiay a n^i,rr of subject areas are 
sane t^st as every other person. ^."I^^'^jy.^i battery may be administered 
gathered together*into a battery, and to . , 
!"r.- of t«o or threfe days. i 



gatnereo uos'^'-"^*' " . 

over a period of two or threfe 

Type of Administration 



ivpe wM^^ ^ 

(Items) »hlch .re administered " f W'.^^^^" ,«„loB.^(except in the .re. 
instruct the youngsters ^St^ttat the usu.rdi.adV.nt.ge which 

°' »U c^IufguirlhriSr^-f rin te.ting^situ.tions cn .e scoe_. 
What alleviated through thpse oethods. , ^ 

' * ^ are administered to one 

m addition many National As-asment f-^-^^^^^ of a more . 

child at a time by an interviewer. These are ge ^ , ^^^^^ processes 
explicated nature «hich attempt to meas«e the yo^^ ^^^^^^ concisions ' 

^reasoning and "^^^^^f .^t^J^.f^g^J "oSL o^^ view! or their ^i^^JX ^^.^f" 
analyri'ns and ^^^^^^^^^^^^f ''^'^S^sLlBsprument. demonstrate a scientific 
form in some way (i.e.. pi-ay a °" ^^TrrT etc). 

p.i„cMe using'.PP.r.cus. use . tvpewriter e , ^^^^^^^^^ 

reraSrrStl I'^Lirpnr^ta;:^. ^OV^S.-. -.hit some 
■ type of psychological problms.- ■ , 

Avi^rrifififi are more coiaplicated , 

-Because aany oi 

National Assessmen s --^^^ eo=plicted_. 

th«. the USU.1 objectively ie. 'h^y c.n be 

St.nd.rdired tests .re 8??!""^ Mee'>l''' ^° £e.siblf on^ 

.cored by machine .t . -^^^^"^^^^^i answers presented to hl= trom which 

\t the youngster has a liaitea nuewc*. exerpises of this type, 

ie seUcts. While National ^^^^^l^^^^TxfZ^^^^ and wriU out his 
^ny are open-ended, or ^g oS^r wrong choices. In 

aisier rather than just ^^^^^l^^^^^"^ ^Ir:.^ some manner must be 
addition, exercises which „7^J;_J^ complicated materials very de- 

Judgerii a different way J^^^^f/.^JIio^irthe basis of fi^^d- testing 
bailed scoring -criteria and Uys are ^^^f,X-q«^lifi-<i and trained^ersons 
which precedes the assessment Then spe y ^ ^ 

are required to do the scoring. \ 
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DlfflcuXty of Materials 



National Assessment by design set out to assess vhat the taost capable 
person could do, vhat the average person could do^ and vhat the least able 
person could do at each age lei^el In the a^ssessment. Materials, therefore, 
had to be developed which aia specifically at each of, these levels. Results 
of the first year of assessment indicated that the materials do cover the 
full range of ability at each age. 

In contrast, the typical standardized test best measures within the 
average range, mts is a technical necessity for the purpose it serves~ 
to discriminate among youngsters and plAce thesi in rank order. Not in-* 
frequently the best students, vlll '/go off the top of the test" ^r the 
poorest vlll ''fall off the bottom' — thus netther one is adequately measured.. 



What Scores Are Important 

In National Assessment scores are not obtained .on individuals^. Since 
any one individual takes only a, small fractloii of the total amount of ma* 
terlals, scores for individuals youXd really have no meaning. The scores 
that are important are those, which tell vhat a group of people did on any 
given exercise. This gives a kind of Item-analysis on a nation^ »levci ^ 
and, in keeping vlth the goals of the program, tells wAt peopj^ know or 
can do across the nation. 

In the tradition^ testing program items are added' and a total score 
(or set of subtest scores) is 9btalned for each person. Th±B score is then 
compared with scores obtained on a standardization group, and it Is possible 
to tell vhether the individual ranks high, average, or low with respect to 
that group'. . ^ . 



How Results Are Reported 

As indicated above, t^e results for National Assessment are reported 
* by exercise* i.e., hov groups of people perform on each exercise. 

The free speech exercise which was given e&rller in this article vas 
reported as follows: y/ 

Believe a perscm xm radio or 
^ ehoutd be alleged to aay: ^ 

"Rueaia is better than the 
United States." 

"Som races of people are better 
^^^^than others* " 

"Xt^ not neceoBary to beliepe 
Would allow all three Qtatements. - 





AGE 




13 


, 17 




21% 


49% 


S6'% ' 


16% 


31% 


Z7% 

* 


2S% 


49% 


55S 


6% 


22% 


Z2%' . 






t 
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^ In the traditional testing program reports generally show only the 
relationship of th^ ^tudent or group to the standardization group. The 
student or group will be above or below "norm," Since the norm represents 
an average perfonaance, in effect, the Report will show how far above or 
below average the s-tudent or group bappecns to be on that particular' test. 

In summary, there are a^number^of fairly major distinctions which sfet 
National Assessment apart from traditional standardized testing prpgrams. 
This is not to 6ay that one is better than the other, but they do se^e 




'• .. BASIC mFm^SIOraHNATIONW^^SESSMEKT^ _ 

AND STMDARIZED TESTING PROSiAHS 



^^.^--li .»»»s«ttent Program 

1 National Assessnent exercises 
^tlsu^Uow well students as a 
gfouAchieve desirable goals . 

2 The time, allotted to- a g^en- 
learning area ranges from ^ 
to eight hours each. 

1 Exeicisps use a vide variety of 
V ?SuU and .approaches often te^ 
quSing The rodent to perform . 

or to provide the, correct 
response rather than just 
recognize it. 

"low" aM.l£ty students., 

correct answer, are givcu 
Uh exercise. People do.not 
receive total scores. 

6. Results are reported 05 an 
exercise-by-exercise basis. 



.4. 



5. 



'standardized tests camp^ Btufnts^^ 
with the average performance ol 
■Wtud^ts . ) 

ti^e aUotted to a given suiject 
S^gef from about 30 minutes to 70 
minutes each. ^ 

those ^er .»d P'-" 
can be scored by machine. 



Items are aimed at iie ''average"., 
child. 

Total scores reflei the number of 
correct answers a/student gives. 



itesults are reported in reUtion to 
a standardization group. 



242 



r * 



c 



ERIC 



J 



C-12 




Education Com mission of the States . 

■I'Vi ' ta. ' ;>" ' ' MOLtNCOtNTOWtn . fitOUWOLkSTMStT 



CONTACT: 




NEWS/RELEASE 




Natlopal Assessment of 
Educational Progress: 
(303) 861-4917 
Dualap Spoit Jr., Ex* 235^ 
Department of Field Operations 
Gloria Frazier, Ex. 230 
Department o£ Public 
Information 



RJ^LEASE : Iimaediate 



LOCAL STUDENTS TO JOIN . / 

IN NATIONWIDE gPHCAIieK SURV^ * ' 

Stua^ats from (name of school district) will be Iparticipatiag this 
year in a'' nationwide survey designed to meagiiJM^how well groups of young 
Amerlsaok ages 9, 13,- 17, and 26 to 35 have laastered certain traditional 
learning areas, fname of school superintendent) , superintendent of schools, 
announced today* 

\ 

(name of school district^ is 1 of approximately 800 in the country 
selected to participate in the National Assessment of 'Educational 
Progress (NAEP) Study. Districts and 'Students are chosen by random 
sampling procedures similar to those use^ by national public opinion 
polls. 



NATfONAL ASSBSSMENT OF EDUCATION At PROdRBSS 



re- 



•C-13 



SURVEY 
?age 2 



« NAEP is administered by the Education Commission. of the .States, 

a nonprofit organization of 4Z States, Puerto Rico, American Samoa, • 
and the Virgin Islands that seeks to promote educational Improvement 
through V greater cooj>erat;ion of governors, legislators and' educators, 
" Funded by, and under contract to, the National institute of Education, 
U.S- Department of Health,* Education, and Welfare, NAEP provides the 
public with .objective, scientifically gathered .da£a on' specif ic knowledge, 
;skAls and attitudes of America's youth, 

Superintendent (name of superintendent) _ said school officials 
and a National Assessment representative are establishing a schedule 

s 

for conducting, the assessment in the selected schools, A random sample 
of students — ages 9, 13, and 17 ~ wiU respond to NAEP exeriises 
in reading and literature. The assessment of 1^-year-olds will be 
conducted (datej^ 1979; 9-year-olds, (date) , 1980; and 17-year-olds, 
V in the spring of 1980, Young adults ages 26-35 are assessed in a 
separate survey. Results are scheduled for publication in the summer 

of 1981. * \ * • • 

flAEP findings are reported in terns of the percentage of young 
Americans -tJho have responded correctly to a given exercise. Results 

t 

are reported in each assessdeajt area by age, sex, race," region of the 
country, size and type' of community and level of parental education. 
Data are not reported on an individual state, district or school basis, 
'and names of participating individuals, schools and districts remain - 
confide'^tial. Students' part^olpation in the survey will not affecfc 
their grades, 'district administrators stressed. 



STOVE? ^ 
'Page. 3 ' 

The 1979-80 study will mark the third assesaoent In reading and 
•the second assessment In literature. "Results can be compared" to 
previous assessment findings, thereby providing a measurement of the 
proTgress — or decline ~ in achievement In these learning areas," 
NAEP Director Roy H* Forbes said. Assessments hav^ also been tfBtopleted 
in art, music, writing, mathematics, citizenship /social studies, science 
, and career and occupational development. i 
'*11AEP data can give* the public the hard facts. needed to identify 
cxirxdcula strengths and weaknesses and ©ay point the way to effective 
school reform and legislation," Forbes added. 

■ 

Further information on the .National AssessBient of Educational 
Progress oiay be obtained through 6he NAEP Department of Information 
and Dis4iaination Office, Suite 700, 1860 Lincoln St., Denver, CD 80295 




BACKGROUND QUESTtONS 

(9 and 13-Year-Olds) • ' 



1. Does your family get a newspaper regularly? 

' CO Yes No CD I don't, know. 

> • 

2. Dcxes your family get any magazines regularly?. ^ 
S ■ CD Yes O No CD I don't 'know. " ' " 

3. Are there more than 25 books in your hom^?. ' ' , n 
CD Yes CD Na CD I don't know. 

4. Is thejt».^n encyclopedia in your* home*? ' 
CD Yes CD No CD I don '.t know ; 

5. How much school' did your father complete? 
(FILL IN THE ONE OVAL which best shows how much school your father completed 

CD Did not complete the Bxh grade i ' 
O Completed the 8th grade, but did not go to high school 
OHent to high school, ljut did not graduate from hieh school 
CD Graduated from higirischool . " nign scnool 

CD Some education after graduation from high school 

CD I don't know. ^ 

• ■ 

6. Did your father graduate from college? ' 

CD Yes CD No CD 1 don't know. 

7. How much schoolliid'yoqr mother complete? ^ 
^ (FILL IN THE ONE OVAL which bWt shdws how m>ch school your mother completed 

CD Did not complete the 8th grade 
>0"Completed the 8th grade,- but did not go to high scliool ' " • • 
O Went to high ^hool, byt did not graduate from high school 
CDGradflated from' high school ' «cnooj. 
CD Some education after graduation^om high school 
CD I don't knbw.t * 

8. Did your mother gratiuAie from college? • - ^ ' 
''^^<='Yes .CDNo 1 CDI don't k^ow. • * . 

'" * 

*9. Where did you live topfour ninth birthday? \ . ' 

CD In the United Staires < " ' 

(Pl'^ase specify the state or tevrit6rj) [ 

^ ,t=) Outside of the United Stattts ' ■' » ♦ ' * 

(Please specify the country) •' , ^ 

^ (ZDl dotiUt kij6w. \ * ' ' ^ 



^i^ * ■ 

Not included for 9-year-olds. n^^ . 

^4G 
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NATIONAL ASSESSMg»it OF EOUC^nONALfBOQBESS • 

AOMtNISTEREO BY THE EDUCATION COMMISSION OF THE STATES , ^ 

FIELD OPEftATiPNS: RESEARCH TRIANGLE INSTITUTE - ' ' • ^ 

' . . P.O.BOX 12184^ESEARCH TRIANGLE PARK. »DRJKCARDLINA«7709 

(gi9)64f«000 



/ 
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I Dear Parent: ^ * 

Ovet' 100,000 students natiMwide will be'randomly selected to participate 
in the National Assessment Educational Progress.. National Assessment 
f^s an annuat* survey of the knowledge, skills and attitudes of young people 
and'has been ia-existence for ten years. The primary Jpurposes of th^ 4jurvey 
are to; . , ■ 



(1) 
(3) 



determine what students know and can do in lefbrning areas commonly 
taught dn the schools, 

monitor ttte progress or decline in students** achievements, and^^ 
, share, this inf orWtlon with educators, legislators and the gen??ral 
public so that steps^can be taken "tp Improve learning in probleia^ 



areas* 



The survey is conducted i)y National Assessment at no cost to your school. 
Participation^ ii?5he survey^ requires approxima^tely 45-55 minutes of each 
stiSttent's time. Students', answers are treated as confidential, will not b^ 
shown to anyone in the schbol and will not affect the students' grades or 
progress. The findings from the study are reported in terms of national 
and regional results, age, dex and size of community. The findings will in 
no way identify Individual 6t^ldent8, schools or school districts* 

National Assessment is an^lmportant activity to keep us, as parents add 
citizens,, infirmed about What' America's youth ai^A leaming^ The syperln* 
,tendent and principal have been fully informed of the survey and have 
expressed their willingness to have the students participate The par- 
ticipation of your child, if heorshe is selected, is important to the 
success of the survey • We, appreciate the ycontribution of each child seleSfted. 



theycc 



Sincerely, 



Donkj-d .Smjth 
Natlon9«;gleld Director 
Research Triangle Institute 
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PARENTAL ^FORMATION LETTER - SELECTED STUDENTS 



V NA-nONALASSESSMENTOFCiniCATIONALFBOGnESS 

VoMINtSTCREO BY THE EDUCATION COMMISSION OF THE STATES 
FIELD OPErtATtONS; RESEARCH TRIANGLE INSTITUTE 

P.Q.&OX 12194 • RESEARCH TRIANGLE PARK. NORTH CAROLINA 27709 
(919)641-6000 M ' ' • 




Dear Parent: ^ 

Your child is one of approximately 100,000 students nationwide randomly 
selected to participate in the National Assessment of Educational Progress, 
National Assessment is an annual survey of the knowledge, skills and 
attitudes of young people, and has been in existence for ten years. The 
primary purposes of the, survey* are to: 

(1) determine what students know and can do in learning areas commonly 
taught in the schools > 

(2) monitor the progress or decline in students' achievements, and 

(3) share this Inf ormation w^th educators, legislators and the general 
^i4lic so that steps »oen be taken to^ improve leamiiig in problem 

areas. • * - • ' 

■ « 

Tm survey is ^conducted by National Assessment at no cost to your school. 
^ Participation in the survey requires approximately 45-55 minutes of each 
student's time* Students' ansWers are treated as confidential, will not 
.be sho^ to anyone in the school and will not affect the students' grades 
or progress • The findings *from the study are reported Ip terms of national 
and regional results, age, sex^ad size of community. The findings will in 
no way identify individual students, schools or school districts. 



|. National Assessment is ah important activity to keep us, as parents and 
citizens. Informed about what America's youth are learning. The superin- 
tendent and principal have beoiLif^ly informed of the survey and have 
expressed their willingness to nave^ the students participate. The par- 
ticipation of your child is important to the success of this survey.! He 
appreciate the o6ntribution of each child selected. * 



Sincerely, 



Dotild G'j^Smlth 
National Field Director 
Research Triangle Institute 
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PARENTAL IMPLIED COKSENT LETTER - ALL ^IGIBLES 

■ / - ■- • ■ ^ 

NATIONAC ASSESSMENT OF EDUCATIONAL PROGRESS . 

A PROJECT OF THE EDUCATION COMMISSION OF THE SliJTES , . 

FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE I .... 

P. 0. BOX 12194 • RESEARCH TRIANGLE PARK.NORTH CAROUNA 2770? 

(919)541-6000 



Dear P 

,Over 100,000 students nationwide including approximately (number) students at (school) 
will be randomly selected to participate in the National Assessment of Educational 
Progress. National Assessment is an annual survey of the knowledge, skUls and attitudes 
of young people and has been in existence for ten years. .The primary pi;rposes of the 
sixrvey are to: 

1) determine what students know and can do in learning areas commonly taught in*^ 
the schools, 

2) monitor the progress or decline in students' achievements, and \ 

3) share this infornation with educators, legislators and the general public so 
tluit steps can be taken to improve learning In problem areas. . 

The survey is 'conducted by National Assessment at no cost to your school. Par- 
ticipation in the survey requires approximately 45-55 minutes of each student's time. 
Students' answers are treated as confidential, will not be shown to anyone in the 
school and will not affect the students' grades or progress.. The findings from the 

idy are reported in terms of national and regional results, age, sex and size of 
-^^nounity. The findings will in no way identify individual students, schools or 
school districts. * - H 

National Assessment is an important activity to keep us, as parents and citizens, 
informed about what America's youth are learning. Superintendent 



and (Principal) have been fully informed of the survey and hav« eacpressed their 
willingness to have the students participate. * 

The participation of your child, if he or she is selected, is Important to tfhe 
success of* the survey; however, we want to make sure you have no objections to your 
child*^ participation. If you do object, please complete and return the form below 
to the school, Your wishes wiU be respected. If you have no objections, no action 
on your part is necessary. Thank you for your cooperation. 

Sincerely, 



Donald G. SmiC^ 
National Field Director 
Research Triangle Institute 



IF YOD DO NOT OBJECT TO YOUR CHILD'S PARTICIPATION, IT IS NOT NECESSARY TO RETO^ 

THIS FORM TO THE SCHOOL. * " , ' ' 

have been Informed of the nature of the National Assessment of Educational Progress 
• and object fo my child's participation. 



fj^ut Child's Nime " * r, . . 
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NATIONAL ASSESSMENT OF EDUCATIONAL PROGRESS 

A PROJECT OF TH^ EDUCATION COMMiSSION OF THE STATES 

FIELD OPERATIONS: RESEARCH TRIANGLE INSTITUTE 

P0.B0X121&4. RESEARCH TfllANfltS PARK, NORTH CAROLINA 27709 



(919) M.1-6000 

Dear*Parent: Ji, 



Your 'child is one of approximately 100,000 students nati*onwide and (numj^r) students at 
^ school ) randomly selected to participate in the National Assessment of Educational. 
Progress., National Assessment is an annual survey of , t)>e knowledge, skills and attitudes 
of young people and has been in existence for ten years. The primary purposes of the 
survey are to J . • 

(1)- determine what students kn"ow and .can do *in learning areas conmonly taught in- 



the schools. 



• (2)' monitor the progress or decline in students' achievements, and 

(3) share this information with e'ducktors, legislators and the general public so that ^ 
*• steps can be taken. to improve learning 'in p:ij>blcm areas. 

The survey is conducted hy National Assessment at no cost to your school. Participatiof 
in the survey requires approximately 45-55 minutes of each student's time. Students 
answers are treated as confidential, ^1\ not be shown to 'anyone in the school and will 
not. affect the students* grades or pwess. The findings from the study are reported in 
"lias of national and regional res,ults, age, sex and siz^ of comunity. The findings wiU 
. no way identify -individual students, schools or school districts. 

\ ' ' ' 

National Assessment is an USiportant activity to "keep us, as parents and citizens, informed 

about what America's youth are learning. Superintendent , and QPrlncipai; 

have been fully informed of the survey and have expressed their willingness to have the 
students participate. , • ■ . > 

The participation of your child, is Istportant to the success of this survey; however, we 
want- to make sure you have no objeotions to your t;hild's participation. If ^you do object, 
please complete and return the form below to the school. Tour wishes will be respected. 
If you have no objections, no action on your part is necessary. Thank you for your 
cooperation* - , , , ^ 

Sincerely, ^ , ' 

♦ 

Donald Smith 
•National Field Director' 
Research Triangle Institute ^ 



IF tOU DO NOT OBJECT TO YOUR CHILD'S PARTICIPATION, IT IS NOT NECESSARY TO^RETUBN THIS 
FORM TO THE SCHOOL. 

I 

• have been informed of the nature of the National Assessment of Educational Progress and 
/ject to my, child's participation ♦ 

* Print Child's Name 



Last 



First Middle 




\ 

Parent's »r Guardiari-'s Signature Date 





PARENTAL PERMISSION LETTER - ALL ELIGIBLES 



NATIONAU ASSESSMENT OF'EOgCATlONAL PbOOrESS 

A PROJECT OF THE EDUCATION COMMISSION OF THE STATES 

FIELD OPERATIONS: RESEARCH TRIANQUE INSTITUTE 

P. 0. BOX 12194 . RESEARCH TRIANGLE PARK. NORTH CAROLINA 27709 

(919)641-6000 ' 



Dear Parent: 



\ 



Ove* 100,000 students nationwide including approximately (nunber) students at (school) 
^1 be randomly selected to participate in the National Assessment of Educational 
Progress. National AssesMient is an annual survey of the Vnowledge,' skills and 
attitudes of young people and has been ia existence fqr ten years. The primary purposes 
of the survey are' to: * , . 

1) . determine- what students, know md~can do in learning ar^as commonly taught in 

the schools, ^ 
V • . • 
» -2) monitot the progress or decline in students' achievaDteats , and 

- ' \ 
3) share this information with educators, legislators and the general public so- 
that steps can be taken to improve learning in problefl areas-. » - 

i • 

I The survey is conducted by National Assessment at no cost to your school. Participation 
in the survey requires approximately 45-55 minutes of each student's time. Students 
answers are- treated as confidential, «ill not be shown to anyone in the school and 
will not affect the students' grades or progress.^ The findings from the studj^are 

oort^ in terms of national and regional ifesults, age, se2 and size of community. 

i findings will in no way identify individual student?, schools or school dis^icts. 

National Assessment is an Important activity to keep us, as parents and citizens, -informed 

about what America's youth are leitfning. Superintendent ^^d CPrincipalJ 

have been fully informed of the survey and have expressed their wiUinfcness ta have the" 
.students participate. • . \ | 

^ The participation" of your chUd,' If he or she is selected, is Important to the success ' 
X of the survey; however, we want to know whether or not you object to yo\ir child s ' 
participation. Please conolete and return the form bel ow to the school. Your wished 
will be respected. . . . • , , [ 

Sincerely, , 
- • - • 

♦ 

Donald G/ Smith * ^ 4^ , , ' 

National Field Director " , 
Researcti Triangle Institute 



H^, COMPLEX.. ^ DOTTED LTHH TO SCBOOI. 

I have been informed of the nature of ^he National AssessnWx of Educational Progress and: 

, Q I have no objections to nry child's participation. 
I \ "I object to oy child's participation. ^ 

Print "Child ' s Name _ 

ERIC 



Q • Last ~^ ^ First ^ Middl^^ 
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PARENTAL PERMISSlDK LETTER - SELECTED STUDENTS 



NATIONAL ASSESSMENT OF EDUCATIONAL raOQRESS 

A PROJECT OF THE EDUCATION C0MMtSSl6N [OF THE STATES ' ' ^ 

FIELD OPERATIONS:' RESEARCH TRIANGLE INStlTUTE , ^ 

f>-0- BOX 12194 ♦ RESEARCH TRIANGLE PARK* NORTH CAROLIN\27709 ' 

* ^^'^ t919)541-e00Q ' 

Dear Parent; * ' * ^ 

Your child is one of approxlcaately 100,000 students nationwide and (number) ' students at 
( school J randomly selected to participate in the National Assessment of ^Educational^ 
Progress. National Assessment is an- annual survey of the knowledge, skills and attitudes 
of young people and ha^ been in existence for ten years. The_ primary purposes of the 
survey are to: 



(1> determine what students ^udw and can do in leam'ing areas, commonly taught in 
the school, 

' ' ' ' . * 

(2) monitor the progress or decline in students' achievemeaits , and 

(3) ^ share this information wit^i educators, legislator^ and the general public so that 
* steps can'Tje tik'eh to ■ Mprc^e ' learning in problem areas., . 

The survey is conducted by National Assessment at no cost td your school. Participation 
in the survey requires approximately 45-55 minutes of each styident's tim&. Students 
answers are treated as" confidential, will not be shown to anyone in the school and wiU 
not affect the students' grades or progress. The findings from the study are reported in 
~^,of national and regional results, age, sex and^ size of community. The findings will 
no way identify individual" students, schools or school districts. 

National Assessment is an Important activity to keep us, as parents and citizens, infarmefl 

about what America's youth are learning." Superintendent and (Principal) * 

l^ve been, fully informed of the survey and bave eJepressed their willingness to have the 
stxuients participate. ^ 

The participation of your child is important to the success of this survey; however, we 
want to know whether or not you object to your child's participation. Please complete j, 
ani^^etum the form below to the school . Your .wishes wiU b« respectedT" Thank you- 
for your cooperation." ' 



Sincerely,. • . \ '' 

Donald G. Smith . f " . 

National Field- Director 

Research Triang3.e' Institute * * , _> 



PLEASE CDM^tElE, TEAR ALONG DOTTED LINE AND RETORN TO SCHOOL 

I have been 'informed of. the nature of the Hi/tional Assessment of Educational Progress and- 

Q I have no .objections to* my child's participation. ^ 
n I object to' my child's participation. 

Print Child's Name -— '-^ — 

Last . First Middle 

E R^C , ^ ^- 



PARENTAL PERMISSION lETTER - EOLLOWDP ^ ^ ^ 




NATIONAL ASSESSMENT OF EDUCATIONAL RBOQRESS 

A PROJECT OF THE EDUCATION COMMISSION OF THE STATES 

FIELD OPERATIONS: RESEARCH TRIANSLE INSTrrUTE M \* 

f. 0. BOX 121M * RESEARCH TRIANGLE PARK, NORTH CAROLINA 277» 
(919)541-6000 ' 



Dear Parent: 



Recently we sent a letter requesting pemidsion to include your child in thi National^ 
Assessoent of Educational Progress survey. As of this date, we have not received your 
xeplv fj,eaae take a few mip m-pft to t^ ad the liif o rmatlop below and promptly return 
the fona77t the bottoa of the page, to the school. National Assessment is an annual 
survey of the knowledge, skills and altitudes of young people and has been in existence 
for ten years. ^ The prlaary purposes of the survey' are to: * ^ 

(1) deternlne what students know and can do in learning areas cotsaonly taught in the 
schools, ' ^ ' y * » , * < 

(2) * BonJ^tor the progress or decline in student^ achleveaents , and \ ^ 

Kl) sttare"tSls lafonnation tfith eiducators, leglslitdre cad the gen^a public .so that, 
steps can be taken, to la^rove learning In problem ateas. ' ♦ 

The survey is conducted by National Assessnent at no' cost to your school. Participation ^ 
In the survey requires approxlaately 45-55 minutes of each student's tine. Students 
answers are treated as confidential, will not be shown to anyone in the school and 'will 
lot affect Ae students' grades or progress. The findings^ron the studjf are reported in 
SJ^as of national and regional results, age, sex and size of conaiunity. The findings will 
in no way identify individual students, schools or school districts. . ^ 

National Assessoent is an inportant activity, to keep us, as p^ents and citizens,' Informed ; 

about what America's youth are learning^. Superintendent , and ^Principal) 

have been fullr Informed of the survey and have expressed their willingness to have the 
students participate. ► . - . " , 

<i ^ . ' * 

The participation of your child is important to the success of this survey; however, We 
i want to kaiow whether or 'not you, object to your child's participation. Please conp^ets. 
and return the form bel^ to the school , tour wishes will be respected. Thank you 
for yoxir cooperation. * ' ^ 

Sincerely, ^ 



> ^ 



Donald G. Smith 
National Field D lr e c tor 
Research T^rlangXe^^nstitUtcr 



PLEASE COMPLETE, TEAR ALONG DOTTED LINE AND RETURN TO SCHOOL 
I have been informed of the nature of the National Assessment of Educational Progtess. 4ad : 
n * I have no objections to .my child's participation. , 
Q> I object to my child's participation. 

Print Child's Name . 

.. Last * ' PiJ^st , Middle 



/ 
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Appendix C also' contdined:\ , ' ^ 

- NAEP Publications List ^ . * 
MAEP Newsletter, yai* XII, No, 2, April 1979 

NAEP Brochure . ^ ^ » - 

— \ 

"Utilizati<?n of National Assessment .o^ 
Educational Progress Services, Materlteils, 
Results" ^ . . 



Detoonstration .Bb^let, Year 



} 



% 




-J. 
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appendix d- ' 
' - Stable of conteht§ — 

Item ^ . < 

^ Alt Prptotype Speech for Introductory Meeting 
B/ Tasks at Introductory Meeting 
C* OiUfline - Background of National Assessment 



Page 
D-1 

•D-6 , 
D-7 
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PlROTOTYPE SPEECH FOR' IKTRODUCTORY MEETING 



1 ^ 



, The National Assessment 9f Educational Proaress is a unique research 

■ 

project designed to answer two questions; 

i» How much do young people know about a particular learning 

area?» and *< 
2^ How much progress has taken place in ,that subject over a 
sp^ific time interval? / 
The U,S, Office of Education has always had the responsibility for 
measuring educational progress; no action in this regard was taken, however, 
urffil approximately 1963, Francis Keppel, then Commissioner of Education, 
requested assistance from' the private sector in tbe formulation of a plan 
for an assessment of education* John Gardner, then President of Carnegie 
Corporation, and other individuals formed a cqnmittee which established 
objectives and developed guidelines for the assessment, ..After ttfle assess- 
ment became 6peratibnai in 1969i the Education Commission of the State (ECS) 
presently represeniUpg ^6 states, Puerto Rico, Aperican Samoa and the Virgin 
Islands took over the responsibility for the general direction of National 
Assessment, Since its membership includes governors, chief state schopl 
officers, legislators, and lay people, ECS cakes National Assessment legally 
responsible to the public. The project is funded by the ^^ational Institute 
of Education, Office of the Assistant Secretary for Education, Department. of ^ 
H^ealth, Education and Welfare, 
^ Nation^JL Assessment measures^educational attainment by evaluati<tg the 

- perfoncan<;es of 9-year-old, 13-year-old, and 17-year-old students in certain 
^''^ ^traditional learning ar^s. After an appropriate tiac^ interval, each area 
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is rcasjseBsed with students of the sane age group, and comparisons are made. 
One of the goals of National Assessment is to proyide data fbr the ;ijaprove- 
ment of education through the ineasuremfint_of__growth 'or de^iilne in various 
learning areas. 

Duritkg the -1979.-80 School year, the 11th y^ar-of the prograln^ 9-, 13-, 
and 17-year-^ students will participate in the first Integrated Reading/ 
Lit'^rature assessment. It will also include a third assessment of some 
Reading ^ercises and a second assessment of some Literature exercises. 
Out-of-school 17-year-olds will participate in the assessment during the 
summer of 1980.; The folders which were mailed to you earlier contained 
example exercises and objectives for these learning areas. With tfie ^o^xier 
were other informational materials about National Assessment, including a 
description of how ^he results are. being used and a Principal's ljuestionnaire. 

The information which you provide on the Principal's Questionnaire 
will be used by central office staff to assign a number of assessment packages 
(booklets) according to th| estimated number of students of the age level 
enrolled in the school. 

After the.inumber of packages per scho^ has been deteijniaed, the students 

within pach school are selected for participation through a probability . 

sampling technique. ^To be eligible for participation, a student must have 

been bom within one of the specific one-year periods defining assessment 

eligibility. For Year 11, National Assessment defines a 9-year-old as any 

student having a birthdate during the calendar year of 1970; a 13-year-old 

as any student having a birthdate "during the calendar year of 1966; and a 

. ' ' ' 

17-year-old as. anyone bom within the period .October I,, 1962 through 

Septenber 30, 1963. The fact that these age/definitions transcend grades 

or classes iF not of significance fot our sampling procedures; we are 

...... - ' 

Interested in students of certain age levels, irrespective of their grades 
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or classes'. These ages 'were chosen because most of the members of each 

• • * 
group selected are nearing comjiletion of one of, tlie stages of their 

educational cyclQ: ' 9-ye^r-old8 cocipleting their ptln&ry education, 13- 

yeat-olds completing tlr^i;: elementary education, and 17-year-olds com- 

pie ting their secpndary education. * * 

participation this year? The best way to answer this question is to break 
it into three parts: ^ 

» ■* 

1. * Before assessment ' * 

2. During assessment 

3. After^ assessment ' 
1. Prior to assessment, we make two 'requests of each school: 

A. The completion of the Principal ^-s Questionnaire. 

•B. The completion ^^^^ Student Listing Form. 
Columns 1 through 5 of t<ie Student Listing. Form (SLF) should be completed 
for each eligible stu<}fent enrolled in your school, regardless of grade, 
who waSrbotn within -the ydar specified on the form. The only students 
born within tlje specified year who should not be listed on the Student 
Listing Form are thoge who are non-English speaking, educable mentally 
retarded, or functionally disabled; such students are not eligible to par- 
ticipate in Natiohal Assessment. Information needed on i;he Student Listing 
Form for each* eligible student is name, grade, sex, and birthdate (month 
and year only). Space is also provided to*enter the room or section of 
each student. - The completion of the Principal's Questionnaire and of 
columns 1 through 5 of this form for each eligible student are the .only 

tasks required of ^he school before assessment. Column 6 of the form will^ 

V 

be completed later by National Assessment personnel. All eligible students 
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should be "listed/on the form so that each child will have an "opportunity 
for selectiony/4his form should be prepared as close as possible to the 
date we. teCurn to select the sample and kept at the school. We will send 
you a confdriDation memo approximately two weeks prior to that date. For 
schools involved*in 9- or ISr^ear-old assessment, the assessment will be 
conducted in the same week that the sample is selected. In most schools 
involved in a7*year-old assessment, we wi^ll select the sanqile in January or 
February and return in March or April' ta conduct assessment. You will be 
notified it the sample is to be select^ early. ^ 

2. ' During assessment there are also two requests:' 

A. Making space available for assedsmfent. Generally, we will need 
a room large enough tor 25 stwidents and an administrator. An 
electrical outlet for a tape recorder is also required. 

B- .The appointment of a staff member, preferably one with a flexible 

schedule, as NAEP cbordiliator. The coordinator ;Ls instrumental ^ 

in devising a mutually convenient schedule for assessment and in 

insuring that the selected students appear at the designated time. 

No school staff member is requested ^to administer any of the 

** * ^ * * * 

exercises. * \ 

3. ' After assessment, the only request we make is that the school retain 
the Student Listing Form for "bix months. We may need to verify some 

student data and this form is the only way we can identify students . 

I ' ^ . ^ 

At all age levels, efforts ar^ ma^e to achieve the highest possible re- 

sponse rates; two approaches are taken. ^ In schoc^ls ii^olved in 9- or 13-year 

.old assessment, if a quorum is not met for a group session, a make-up session 

is held in an attempt to at least achieve the quorum. In schools involved 

in 17-year-old assessmei^t, there are no quorums for each session and cop- 

sequently no makeup etessions. Howfever, if the^ overall student response rate 
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the school is less^^pH^ 75%, a followup is conducted, on a day following 
the last regular session in the School. Students vho fail to appeal at? a 
Wegtilar session will be assigned to a f oUowupAsession* In any sdhool, no 
^ toot^ than two f ollowup sj^sions with a maximum of^AO students per session ^ 
4ill ba conducted • After the f ollowup, school personnel^y be asked'^j^o 
complete a short questionnaire •for up to 10 st"bdents^^5jh^ do jiot appear for 
f ollowup • ' ^ , • . 

One more request is made jaf approximately one-half *of the schools , ^ ^ 
involved in 17-Year-old assessment; that is, those schools selected for 
Supplementary Frame assessment* (Principals of school^ not involved in 
. • this assessment may be excused.) ' ^ ^ /, 



Approximately 10% of 17-year-olds have no chance of being included 

in the ^in-scho5l, assessment because they are not enrolled in school when 

'I? * " > 

the *A8j|^ Class 3 assessment is conducted; they have withdrawn from school 

* \* 
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op completed graduation requirements earlier than others of their a^e 
* groups. The Supplementary Frame, assefisment^5i^*designed to assess a sample 

; of these students. ' 
' >11 17-year-olds ^ be represented in National Assessment it is 

. necessary t'o^try to locate and as'ke^ those students not asse'^ed in school; 
* * that is, withdrawals and early graduates. In order ta-4*-tftls the schbols 

involved in Supplementary Frame assessment a^e requ^steB to provide a list # 
oi^ithdrawals and if th^ scHool has a twelfth grade, a list of individuals 
who graduated between January 1, 1979 and the first <iate of 17-year-old 
assessment in the school. These lists will^ used to select a probability 
^sample of these out-of-scho(3ft J.7'-year-olds. During* tKe smaaer of 1980, 
these sample individuals will be followed' up and assessed. We will supply 
' ' you with listfeg forms and instructions during Januaity or February* The 
forms will be collected when we conduct assessment in your school. 
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TASKS* AT INTRODUCTORY MEETING 



Collect Principal's QuestiormaireSj - 
Answer ,any-q*ue8t ions Concerning NAEP, u&ing .iaaterials provided you. 
Explain the tasks that will be required of eaj^h school liiythe assess 

Distribute appropriate Student Listing Forms and. Summary of School 
Tasks, and fully explain the method ot^ conpletiont 
Determine the dates ^ assessment week(s) I 

Verify information listed on and complete the PSU Control Sheets. 

Obtain information' on schools with sp6ci,al ^ssions. - ^ 

Explain Supplementary Frame tp principals involved. 

1 ■ 
Inquire about possible EA candidates when necessary. 



OUTLINE 

BACKGRDtolD of NATIONAL 'ASSESSHENT 

Background for Progran * 

^It is the responsibility of the Office of Education to 

measure status and progress of education in, the U» S. 
During the early sixties/ there was a "felt need" by educators^ 
legislators, and concerned lay people to determine exactly what ' 
childrei^ were learning* 
C* There was also a need for an accurate method of showing cost 
. effectiveness^ What kln^ of results for how much money? 

t 

Historical Development 

A. Francis Keppel, Commissioner of Educatiori^^^fr 1963, was aware of 
the U. S. Office of Education's responsibility and the* lack' of 

* * * 

ra program to meet this responsibility. 

B. Cotiiissionet Keppel believed that a program to measure educational 
output would prove valuable in making important decisions on 
educational appropriations, especially in view of rapid social 
change&>^echnological developments, and population growth. 

C. The renewal of the Elementary and Secondary Education Act, 1966, 

, • 

incorporated the evaluatio,n conce^ for all new programs-iLn 
education. > 

*^ •. ' f ' 

D. Commissioner Keppel-reqacsted assistance from the private #- 
sector in developing the concept. The ad hoc committee whichf 
was created formulated: ^ * , ^ 

■ '1* The following guidelines: , 

■ * -v 

A All iTational' Assessment reports will be basBd on , 

/ 

* age-group findings* 
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B. All results for each age-group will" be described according 

.1. Those things which almost all' members of that age 
group can do; 

2. Those- things which average meinbers' of that age 
• • ■ 

• group can do; and 

3. Those things which only the njost advanced members 

■ 

of that age group can Mo. » 

2. The following objectives: 

A. All national assessment exercises must be considered 
•important by scholars in the subject area; 

B. They must be currently acceptable as educational tasks - 

by school Si and ' '» , * ' 

C. They must be considered desirable by thoughtful lay 

citizens. ' • . • 

3. Tfte following reporting procedures: . - ^ ^ 

A. Results, will be published in term* of performances by 
groups on specific exercises rather than comparisons 

■ • 

among' individuals . 

B. The reporting of results will prelude the idea. 

"that National Assessment will introduce a 'governmental 
curriculunT, or a method which will compare school districts 
cities, states, etc. ^ 
.C. National Assessment reports will describe ^in an under* 
standable manner what AmericJ^n youtt> have learned. 
The program became operational fn July, 1968. 
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F, In July 1969 the Education ConsQission of the States became 
the agency officiaaiy responsible for NAEP. .This provides 
Rational Assessment with a greater accountability to the public 
rather than to any individual, group, or foundation: 

1, The Education CoiBmis'sicn of the.Stgtes is composed of 7 
representatives from each member state and territory* The 
governor, th^- chief state school officer, a representative 
from each house of the legislature,* and 3 other appointees 
coraprlse a state's representation. 

2. ECS was formed by the Compact for Education in June, 1966. 
Its goal is to foster a "wqrking relationship aJrong state 
governors, legislators and educators for the iiaprovement of 

Q education." . The initial concept of ECS was jiroposed by 

James B. Conant in his book. Shaping Educational Policy. 

G. National Assessment has complete*, data collection for five 
assessment years, 

1. Data have been collected in nine subject areas - Science, 
Writing, Citizenship, Reading-, Literature, Music, Social 

. Vfi^i^jies, M.ithematlcs, and Career and Occupational Development. 

2. 'Science and Writing have been reassessed. 

3. Art will be assessed and Reading will be reassessed this year, 

m 

^ H. In January of 1^72, a Department of Utillnat ion/Application was 
established within National Aaiessment. The department's goals 



{»re to: » 

» 

1. Provide states with assistance in de-<cloplng their own 
assessment programs • " 
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.2. Encourage the interpretation and use of Rational Assessment 
data by professional organisations and other concerned groups. 

3. Prepare National Assessment reports which describe the 

results of e^h assessment to the ultimate users - educational 

practitioners, decision makers, teacher 'trainers and 
/ • * 

researchers. 

4. ' Disseminate National Assessment reports and materials. 
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